





E MORE WAY YOU SAVE MoweY / 


HE HANDS thar do your typing are 
expensive. You pay thousands of 
@dollars every year for their services. 


; One of the many ways we save those . 
hands time--and you money —is the SmitH-CORONA 
Smith-Corona Automatic Margin. 


Ic's the only system that lets a typist 
set doth margins with one hand in one Office 


second. It’s the fastest and easiest of 
/ mechanical margins. 


- Typewriters aren't expensive —but 

typists are. May we show you aff the 
ways a Smith-Corona will save you 
money? Just phone your Smith-Corona 
branch office or dealer. 





Typewriters 





LCSMITH & CORONA TYPEWRITERS INC SYRACUSE 1 Nt ¥ Genedian factory & offices, Tereate, Oiaile,. 








Maker: alse of famons Smith-Corema Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons & Carbons. ey 





THE OFFICE, Magazine of Management Octot 
. Publications Co., 270 Madison Ave., New ¥ N,. ¥. pn il a - aan . 


, Pa., authorized, Subscription $2 ar Si tor? to U. &., 
Elsewhere $3 a year, Tor 2 years. She's cone. nee 





FOLDING 





Bulletins 
Now get easy, fast folding of 
ponte a ou mail. Eliminate —> 
slow, costly hand folding with 
the new A. B. Dick Folding 
Machine. Statements 


Learn in 5 minutes how to 

make all standard folds. Just __ Direct Mail 
use the Quick-Set Fold Chart. Countless 
No measuring! No computing! Others 

Send coupon for details. met te 


EXCLUSIVE Quick-Set Fold 
Chart. No guesswork! 


A. B. DICK COMPANY 


Dept. O-1051 
5700 W. Touhy Ave. 
Chicago 31, ill. 


I’dlike moreinformation on saving with 
the new A. B. Dick Folding Machine. 
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MESSAGES THAT MADE HISTORY 
No. 5 of a Series 


© GILBERT PAPER COMPANY 


+ Reluctant though he was, King John, in ratify- 
' ing the Magna Charta, assured himself a per- 
" manent place in history ... and certainly a more 
_ prominent one than he was ever entitled to by 
3 the performance of his other kingly duties. 


’ The Magna Charta was a dramatic step for- 

’ ward in ultimately securing the blessings of 
liberty for the common man. Although the docu- 
ment was never intended to convey all the free- 
doms that were later attributed to it, it did 
establish the important principle that certain 
rights of man are above the arbitrary rule of 
sovereign kings. 

Perhaps not so far-reaching but of prime im- 
portance to you are documents of your business 
—particularly your accounting records. It is a 
smart economy to use a Gilbert Ledger Paper 
for these important records. The new cotton 


| The Reluctant Dragon e° = 


, 


fibre content of Gilbert Ledger Papers assures 
exceptional strength and long life. The glareless 
finish is appreciated by users, and all Gilbert 
papers are tub sized and air dried for a supert 
writing surface and remarkable erasability. 


When ordering, specify Gilbert Quality Papers. 


BOND e ONIONSKIN e LEDGER e¢ INDEX BRISTOL 


MANUSCRIPT COVER e VELLUM e SAFETY 


REPRODUCTION ¢ 


S<GuaLBERT 


PAPER COMPANY 


BANKNOTE PAPERS 


MENASHA, WISCONSIHEIN 


A good letter is always better- written on a Gilbert Bond 
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Ccctind, 


Bombproof Storage for Records Built into Iron Mountain 

“Cafeteria Design Seen Dangerous’ in Small-Town Banks .......... Fred O, Copeland 
It's an Ill Wind 

National Business Show in New York, Oct. 22-27 

Improved Billing-Shipping Plan 

Annual Systems Conference in Chicago, Oct. 

Reducing Office Noise 

AMA Office Conference in New York, Oct. 

Office Fires Can Be Prevented 

Oct. 10 is Check Your Fire Extinguisher Day 

Warehouse Elaborates System for Better Stock Control 

Are Office Workers Professional or Clerical? Robley D. Stevens 
Easing Steno-Typist Shortages Russell Le Fevre 
Scientific Packaging of Office Equipment for World Markets Lyne S. Metcalte 
New Products 

The Levels of Leadership 

News of the Office 

National Conference & Exhibit Calendar 

News of the Industry 

As We See It 





WILLIAM SCHULHOF, Publisher 


WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 
THE OFFICE is published on the first of every month by Office Publications Company, 270 Madison Avenue. 
New York 16, N. Y. Telephone: LExington 2-2245. Cables: *‘Wilhof, New York.”’ Also publishers 
of LA OFICINA, Spanish Edition of THE OFFICE, and OFFICE EQUIPMENT EXPORTER. 


SUBSCRIPTION 
One Year $2, Two Years $3, to U. S., Possessions and Canada. 
One Year $3, Two Years $5, to all other countries. 


Member of Controlled Cireulation Audit, Inc. 
par tedteer saci Wibiieomen, Inc. NB P| 
CIRCULATION OF THIS ISSUE OVER 25,000 COPIES 
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“The calculating I do must be right. Thanks 
to my new Comptometer I know it will be— 
even when I work at top speed. I’m warned 
by sight, by sound, by touch, whenever I 
make a faulty stroke! 


Whoever 


Must ha dreameg 


v . 
Features 4, = 7 lik 


Col # 
Ors were Selecteg to 


We're mighty pleased at the bouquets tossed to the new 
Comptometers by operators—as well as bosses! But we’re not sur- 
prised; we’ve been making these world-famous adding-calculating 
machines for over 65 years. This long experience with business needs 
has aided us in designing superb machines that handle office figure 
work with mazimum efficiency and minimum cost! 


FELT & TARRANT 


COMPTOMETER 


REG. U. S. PAT. OFF. 


ADDING-CALCULATING MACHINES 


(electric and non-electric models) 


Made only by Felt & Tarrant Manufacturing 

two NEW Co., Chicago, and sold exclusively by its 

— machines! Comptometer Division, 1715 No. Paulina St., 

.W. AYER & SON ~ Chicago 22, Ill. Offices in all principal cities. 





Courtesy Knickerbocker News 
Main entrance to Iron Mountain's atomic-bombproof storage rooms. 


Bombproof Storage for Records 
Built into Iron Mountain 


N atom-bombproof storage ware- 

house for business records is being 

built into Iron Mountain in the 
Catskills outside Hudson, N. Y., by Iron 
Mountain Atomic Storage Corp. which 
has offices in New York’s Empire 
State Building. The firm is headed by 
Herman Knaust who owns Iron Moun- 
tain and who has used its deep caves 
for growing mushrooms. Iron was 
mined at the site from 1875 to 1898 at 
the rate of some 1200 tons a day. 

To date, one-quarter of the storage 
project is completed and 600 persons 
are currently employed on the job. 
Most of them are displaced persons 


THe Orrice—October, 1951 


from Europe who know, from experi- 
ence, the requirements for bombproof 
construction. Since the entire moun- 
tain is made up of 45% iron ore, 
weighing twice as much as ordinary 
rock, dynamite blasting was necessary 
to dig the tunnels. 

A large tunnel a few hundred feet 
below the mountain’s crest radiates into 
corridors running 1000 ft. into the 
mountain, The shaft was walled in, 
floored and sealed overhead with con- 
crete blocks and steel reinforced con- 
crete; finished with waterproof paint. 
Upon completion, there will be 400 
vault rooms ranging from 250 to 15,- 








000 ecu. ft. in size to provide a total 
of 1,800,000 cu. ft. of storage space. 
This is equivalent to the inside of the 
Empire State Office Building. The air 
conditioning and humidity control sys- 
tem will use 2000 ft. of ducts. There 
will be two complete communication 
systems and a dual alarm system to 
alert local authorities in an emergency. 
A deputized private police force of 25 
men will guard the premises. 
_ Iron Mountain is to become a regu- 
Jar community with houses on top for 
®@xecutives and staff members. There 
wil be equipment for photocopying, 
microfilming and filing along with ad- 
perce nage offices. Customer access to 
the vaults will be limited and packages 
or storage will be inspected to pro- 
fect against explosives or materials 
using spontaneous ignition. Daily 
essenger service is planned to New 
Zork City, 125 miles south. The ware- 


house is bonded for storage of import- 
@d merchandise and its exterior will be 


€amouflaged. 


: The main entrance to the vault rooms 
i guarded by a 27-ton Diebold round 
nk vault door with 4-movement time- 
ks. Each individual vault room will 
ny ° . 
a Diebold vault room doors. The 


jureau of Mines is inspecting and ad- 


Courtesy Knickerbocker News 
A corridor inside Iron Mountain where a 
hundred of the 400 vault rooms have been 
completed. 


vising on the construction and atomic 
experts have assured Mr. Knaust the 
overhead rock ore is equal to 50 ft. of 
lead as protection against radiation. 


The entrance to the 
Iron Mountain stor- 
age vaults is pro- 
tected by this Die- 
bold round bank 
vault door equipped 
with a 4-movement 
time lock. 


_ Courtesy 
Knickerbocker News 
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4 easy steps 


No skill required to 
produce beautiful 
binding 


PUNCHING: Insert 
paper...push down 
handle. 

Sep, 


OPEN BINDING: 
2 Operation opens rings 
mechanically. 


INSERT: Slip covers 
3 and sheets onto open 
rings. 


i 


CLOSE: Release handle 


4 and remove finished job. ! 


i beautiful GBC PLASTIC BINDING 


right in your own office or plant 


Add prestige...color...attention-compelling appearance 
to reports, catalogs, presentations, and all printed and 
duplicated materials with this handsome plastic binding. 
NEW GBC portable equipment quickly...economically 
plastic binds loose pages of all sizes into easy-to-use per- 
sonalized booklets. Pages turn easily...lie flat...fold 
back to back for easel applications. Confidential and 
secret material may now be professionally plastic bound 
by your own personnel...right in your own office! Dura- 
ble plastic bindings are available in a complete range of 
colors, styles, and sizes. Complete GBC office equipment 
costs less than a typewriter...saves more than 50% over 
old fashioned fastener-type covers. Anyone can operate 


..-lasts a lifetime. 
General Binding Coporation 
MECHANICAL BINDINGS 


WORLD'S LARGEST PRODUCERS OF 
810 WEST BELMONT AVENUE CHICAGO 14, ILLINOIS 


Mail coupon for FREE PORTFOLIO and full details 


General Binding Corporation, Dept. 0-10 

810 West Belmont Ave., Chicago 14, Illinois 
Please send me—without obligation—by return mail 
your NEW ILLUSTRATED PORTFOLIO packed with 
timely information, including prices, about this 
modern binding system. Send also 2 free memo 


books as useful examples of both styles of GBC 
plastic binding. 











Zone. 





County. State 
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“Cafeteria” 
Design Seen 
Dangerous in 
Small-Town 
Banks 


FRED O. COPELAND 


President, Randolph Cooperative Savings 
& Loan Association, Randolph, Vt. 


ee aT 


NE day in the early 1880’s a man 
with prominent teeth and thick eye- 
glasses, accompanied by the most 
Powerful merchant of the village, enter- 
ed the Littleton (N.H.) National Bank. 
“At the paying wicket the merchant in- 
troduced the cashier to his companion, 
Mr. Theodore Roosevelt, who was just 


% 
a 


The early office of the Randolph, Vt., Na- 

tional Bank, used until 1913, where yeggs 

used to call. The bank wasn't open on circus 
days. 


budding into prominence in the nation. 
The distinguished politician slid a per- 
sonal check for $200 under the wicket. 
It was an honor. To ask the merchant 
to endorse the check seemed no less than 
a slap in the face of so famous a visi- 
tor. Two hundred dollars in _ bank 
notes were handed out and the check 
went to the city for collection. It came 
back with rapidity, marked “No Ac- 
count.” 

It wasn’t “Teddy” at all, but an im- 
postor with so close a_ likeness to 
Theodore Roosevelt that by adding lit- 
tle make-up he turned himself into a 
replica. The bank took the loss. 

My father, who was a young clerk 
in this bank, stood near the wicket and 
watched the whole transaction, and 
when I was old enough to be spoken 
to, the episode was held up to me as 
a sign, a first sentence in the primer 
of banking: “Don’t leave me hear of 
you taking the word of a stranger at 
a wicket.” 

Bank wickets are a magnet for dan- 
gerous strangers, as we discovered in 
two long lifetimes in village banks. 
These unwanted visitors called period- 
ically in tiny banks in horse and buggy 
days. The face of a stranger alerted 
us. We always closed all day when the 
annual summertime cireus came to the 
village, because it brought a crew of 
‘amp followers with an eye to theft, 
and an alien crowd easy to hide in. 
The greatest protection then for a 
country bank was the fact that all vil- 
lagers knew each other. A sudden noise 
or commotion daytime and lights a 
winking on at night was then and is 
now the bandit’s most de adly fear. It 
has been said by crime chasers that if 
a brick could be thrown through the 
bank’s street window at the instant of 
an attack it would be the most import- 
ant event the attackers didn’t want to 
happen. 

The present flow of strange faces in 
a village, occasioned by the motor ear, 
has swamped the country village’s best 
safeguard. In early banking the most 
persistent, unwanted customers were 
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More Work Done...Less Time Wasted With 
THIS STAPLER ON EVERY DESK! 


NO OTHER 
STAPLER 
DOES SO MUCH... 
SOWELL... AND AT 
SUCHA Low 


BOSTITCH B8R STAPLER 
and REMOVER, too 


Costs so we — you can put this 
Bostitch Stapler-Remover on every 
office desk. Stop time losses from 
desk-to-desk borrowing. Do away 


easily as it puts them in. Makes 
stapling the thing for temporary 
fastening — yet so permanent when 
you want work to stay together. 


entirely with less efficient fastening in 

your office. ex 
The staple remover greatly in- 

creases efficiency. Attached to the 

stapler itself, it is always handy — 

never mislaid — flicks staples out as 


Find out how easy . . . and how in- 

nsive it is to get 100 % stapling 
ciency ... with Bostitch. Call in 
your stationery supplier, or send this 
coupon with your le icterkend. 





Attach this coupon fo your letterhead o 


BOSTITCH 


Wo FASTER 
fastens it better, Mnith wire 


Trade-Mark “‘Bostitch” Registered U. S. Patent Office 
and Foreign Countries 
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Why not? He’s put a lot 
of work through the mill 
and he feels fine. Reason: 
he sits in an individually 
fitted Sturgis posture 
chair. A capable man and 
a Sturgis chair are always 


, a good production pair. 


Executive, stenographic, reception 
and institutional chairs posture-de- 
signed for the person and the purpose. 


THE Lwigus POSTURE CHAIR CO. 


STURGIS, MICHIGAN 
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the scouts of yegg gangs. They would 
come to boldly study our safe door. 
We recognized these visitors, and I 
have often endeavored to blanket out 
with my body their line of sight on our 
vault door, making it diffieult for them 
to record the details which they would 
take to the yegg gang who contemplat- 
ed blowing the door with nitroglycerin 
run into the door crack. Many of the 
early vault doors did have loose cracks, 
but they sometimes had one unique 
feature. Tanks of water were sealed 
in the door panels with the expectation 
that if the building burned the water 
would turn to steam and protect the 
handwritten records. 


__ > y 
A sample of the bullet-proof glass that re- 


sisted .45 metal-jacketed bullets in a base- 
ment test at the Randolph National Bank. 


A startling departure came into bank- 
ing in the 1920’s and 30’s—the eafe- 
teria counter. It was a well named. 
Like its lunchroom original, it implied 
an invitation to anyone outside the 
counter to select anything in sight that 
looked good inside and move hurriedly 
along. It blossomed from the rising 
public relations gospel, then taking 
form in the large metropolitan institu- 
tions: Let’s be friendly and cordial 
with each other, bare face to bare face, 
unmasked by any post, superstructure 
or sereen. 

The country banks, unprotected by 
police in contrast to their city cous- 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


ESLEECK 


THEN. PAPER S 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


I Copetbbio cenit stele ml Orosech slosohis 


Turners Falls, Mass. 








' ins, followed. They eut down 
' lofty pipe organ counters to cafeteria 
' counters. It was an invitation thank- 
'fully accepted by the underworld 
bracket who wore guns, and brought 
' the once infrequent hold-up form of at- 


their 


Entrance to the 
present office of the 
Randolph National 
Bank where the au- 
thor was cashier for 
13 years. Ceiling- 
high grills and bul- 
let-proof glass now 
protect office em- 
ployees. 


tack into full blossom. One such,-a 
lone bandit, a year or so ago called at 
the same bank more often than some 
of its customers and took away what 
was there at each visit. The last time 
he called, the manager was waiting on 





DESIGNED TO MEET AMERICA’S BUSINESS NEEDS 


Attoles FUNCTIONAL 
OFFICE- effe 


THE PERFECT Packaged OFFICE 


EXHIBITED AT NATIONAL BUSINESS SHOW 
GRAND CENTRAL PALACE, NEW YORK, OCT. 22-27 


ACCEPTED BY SALES... 
PROVEN by PERFORMANCE 





Now available in both wood and steel 


ARNOT AND COMPANY, INC. © 922 PARK AVE., BALTIMORE 1, MD. 
I Selected Dealer Fronchises Avoilcb|c =i iim, 


14 
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BE SMART MAKE (7 SHARP! 


1 FONGHORN 


CARBON and 
RIBBONS 


Whether it’s the V-P’s important 
correspondence or an intra-office 
memo—make it sharp with 
Longhorn carbon and ribbons! 
Top-quality in every way, 
Longhorn Plasti-Carbon makes 
sharp, clean copies over and over 
—won’t slip—won’t curl, in any 
weather—won’t smudge or “tree.” 
Handles easily, corner-cut for 
easy removal. Choose the backing 
that pleases you—Longhorn 
Plasti-Carbon or Wax-Back 
Carbon—for top performance. 
Available in the right weight and 
finish for every job. 






And for perfect companion quality— 

use a Longhorn ribbon . . . you'll 

call it the ‘'perfect ribbon.'' Non-filling, 
sheer yet tough. Types clean and 
sharp—brings praises from the most 
meticulous person! 


Send today for your 

copy of 

WHAT'S YOUR BRAND? Am 
Longhorn’s fascinating little C0 


booklet about famous 


Southwestern cattle brands. AMERICAN CARBON | 


‘ Handsomely illustrated— 


free for the asking! PAPER MFG. CO. 






"Think of it, Bill, that National actually 


"Because it does about two-thirds of her work automatically! 


And what the NATIONAL does automatically, the 
operator cannot do wrong! 

This new National ‘'31"’ has time-and-money-saving 
features never before combined in one accounting ma- g bs Got this FREE 20 
chine. It handles a// types of accounting, including — ZA booklet from our local. 
payroll. It can be changed from one job to another in representative. or 
seconds, simply by switching posting control bars .. . : «write to the Company 
Each bar can control more than 70 functions auto- i 4 @ Dane 9, One. 
matically. It has an electric typewriter for description 
. . . produces several clear records simultaneously. 

A National ‘31’’ more than doubles your book- 
keeper’s production. Yet, no special training is required 
... She can have it in profitable operation the first day! 

Whether your business is large or small, there’s a 
National to fit it. Call our local representative—a 
trained systems analyst. Have him show you how you 
can slash your accounting costs! 


THE NATIONAL CASH REGISTER COMPANY 
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Interior of the Ran- 
dolph National Bank 
showing bullet-proof 
glass counter panels 
below the rein- 
forced metal mesh 
(too fine to permit 
insertion of a gun 
muzzle) which goes 
to the ceiling. 


a woman customer. He merely said to 
her in a tired voice, “Here’s that 
bandit again,’ and handed over the 
bank’s cash. 

Because of these events we did an 
unorthodox thing in our little bank, 
for there were whiskered men of the 
old school on the board. To be sure, 
they had changed in appearance since 
forty years ago, but behind their 


whiskers were some lively memories 
which still influenced their keenness in 
management. Fifty years ago their 
stamina was evident in their dress. In 
the 1890’s the distinction between a 
country bank president and the cashier 
was cleanly marked even on the village 
street. The president wore a flat-top- 
ped derby over a gray beard, black silk 
tie with a quarter-carat diamond scarf 








a 








An Omega lead takes a lot of pres- 


sure without breaking . . . thin, lead 
holds a needle point, makes clean, 


sharp figures with lightest 


ressure. 


24 brilliant colors, ends colored for 
quick selection. Ask for sample on 


your business letterhead. 


RICHARD BEST PENCIL co. The 


Dept. O Springfield 


Makers of 


ROYAL SCOT and FUTURA Pencils 
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Omega is a_Tryrex 
Pencil—shaped to fit your 
hand—will not roll. 
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automatic 


electric stapling 


It staples instantaneously ... and you 

' say how fast! There's no set speed, no 
time lag. 

No motor . . . No hand or foot controls. 

Standard type staples are reloaded from the 


| front in a matter of seconds . . . without re- 
~ moving a single part. 


@ 
Portable. Rugged. Weighs 12!/2 pounds. 


Several thousand STAPLEX machines are cutting 
stapling time, effort and costs from coast to coast. 


Write for illustrated Bulletin BC. 
STAPLEX CO. @ 72-76 Jay St., Brooklyn |, N. Y. 


fasten it the modern 


=S7apfex 


y 





} 





pin, black Prince Albert coat, striped 
gray trousers, congress shoes with vel- 
vet-covered side elastics, and earried a 
gold-headed cane. The black coat and 
gray trousers, at least, were a throw- 
back to the orthodox rig which might 
have been seen as late as the 1930's 
around the Bank of England, the 
mother of our American banks. In 
contrast, the cashier when he went to 
work had on a regulation bowler, or 
derby, over a brown eagle-wing mus- 
tache. He wore a wing, or gates-a-jar 
collar, black cutaway or morning coat 
with black trousers or gray striped 
ones. And when he or anyone entered 
the bank they were bathed in a pro- 
fessional aroma occasioned by the lib- 
eral spread over the ledgers of Arnold’s 
ink from London. One sniff of that ink 
was electrifying. If an old-time bank 
worker were led blindfolded today into 
the aroma he would know where he was. 
Smells, it is said, remain the most 
acute of all the memory senses. 

So, guided by old memories, we on 
our part, instead of cutting down our 
old-fashioned lofty counter to a waist- 
high cafeteria model, added to it, build- 
ing it tight to the ceiling. In the grill 
panels of the original counter we in- 
stalled bullet-proof glass, a sample of 
which we tested in the basement with 
45 metal-jacketed bullets, one on top 
of the other. The glass turned white, 
but it held. When it was installed it 
did lean toward the appearance of a 
jail. However, it is mighty comforting 
to work behind that fort, for it has al- 
ways turned attack to other unprotected 
pastures. 

It is safe to say that any citizen 
making an experimental tour of small 
village banks would be surprised at the 
number of unlatched counter doors 
that would enable him to walk right 
in behind the wickets, let alone step- 
ping over them. To one who has spent 
a lifetime in a village bank, it is even 
more singular that any country bank 
management should value the open 
cafeteria counter above the lives of 
their office workers. 
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Now / The OZAMATIC — 
MAKES DIRECT COPIES OF 





Al NEW LOW COST! 


it’s Ozalid! No gelatins, inks or special masters. 
No typing, no writing. Makes a single copy in 
seconds—up to a thousand copies an hour. 








WHAT IS OZALID? Ozalid is a proved process 
that copies by light transmission at. high 
speed. It’s the low-cost, high-quality, fast 
method for reproducing anything drawn, 
typed, printed, or written. 














Ozalid’s new Ozamatic produces clear, ex- 
act copies in any width up to 16”, and in 
any length. 

It delivers a first copy in seconds, clean, 
dry, and instantly ready to use... up to 
1,000 letter-size copies an hour... at about 
112 ¢ per copy. 


READ HOW OZALID CAN MAKE MONEY FOR YOU 


You can use the world’s most versatile copying process 
in your everyday work ... reap the same profits as 
the companies shown below. See how other companies 
use Ozalid copies to step up efficiency and profits. 


Purchase Orders—Gimbel Brothers sends Ozalid 
copies to its Accounts Payable sec- 
tion ... pays bills immediately and 
cashes in on maximum anticipa- 
tion discounts. 


Customer Records—Sealright Co. copies and files job- 
ber and customer records in one- 
sixth the time formerly needed. 


Invoices — Strevell-Paterson Hardware Co. has one 
girl process 1,000 bills in one day 
—9 times as many as ever before. 


® @y 


Accounting Records — Ford Motor Co. has eliminated 


manual copying and proofreading 
in preparing certain records .. . 
\ saves 64 minutes on each. 


Reports—American Airlines saves $82.10 each time 


yt one flight report is prepared. 


Engineering Drawings—The Trane Company writes, 
“With the aid of Ozalid, the 50 
a yw .  draftsmen in our Product Design 
: aya Department turn out as much 
: work as 68 or 69 draftsmen could 
normally produce.” 





Wide choice of colors for your copies 


The new Ozamatic will produce copies in 
black, blue, red or sepia . . . on a variety of 
papers, cloths or foils. 


You can change instantly from color to color 
any time during the run, from the same origi- 
nal or a different one —or from size to size, 
without any adjustments whatsoever. All you 
do is reach for a new sheet of Ozalid paper. 
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@ Desk-Top Machine that 


LETTERS, RECORDS, INVOICES, 


Anyone Can 


Operate It 


Your secretary, office boy — 
anybody—can learn to operate 
the Ozamatic in five minutes. 
Handsomely streamlined, 
silent, compact. Fits on a 
small desk, as shown here. 

Absolutely clean in operation 
—nobody needs to take time 
out to wash up after using it. 


LARGE VOLUME FROM A SMALL MACHINE 


1. Feed in 
originals 


No retyping 
No stencils 

No plates } 3 y 
No make-ready 2 io No messy inks 





or chemicals 
No darkroom 


3. Clean, dry 
exact copies, 
instantly 

No proofreading 
No poor carbons 
No smudge 

No distortion 
No waiting 


Reproduces from any translucent ... Operation fully enclosed in ... Assures absolute accuracy, 
original. For opaque materials, compact machine that takeslittle complete clarity, in every copy. 
a fast, inexpensive intermediary space. Fits on top of desk. No possible chance for typing or 


process is required. other errors. 


FOR DETAILS HOW OZAMATIC can help boost your 
production... cut paperwork costs...send for 
Ozalid’s FREE illustrated literature. Learn how 
easily Ozalid fits into your accounting, purchasing. 
shipping, order handling and receiving systems. 
In any business, any department! 


Cut Copying Costs...Use ; 


OZALID 


Johnson City, N. Y. 
A Division of General Aniline & Film Corp. 
“From Research to Reality’ 
Ozalid in Canada—Huahes Owens Co. Ltd.. Montreal 
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Protecting your RIGHT 


toa perfect 


: 
; 
4 
; 


ie te part in the National Defense 


Program isa source of pride tous, 
There is another defense program in 
which we take particular pride . . .the protection 
of PANAMA-BEAVER quality... come what may... 
so that YOU will always get a perfect “WRITE” 


PANAMA: EAVER 
Gt “Chitin 


MANIFOLD SUPPLIES CO., 188 3rd Ave., Brooklyn 17, N. ¥. 
Coast to Coast Distribution 
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R.C.Allen is America’s best value 


in ADDING MACHINES 


Low priced . . . High quality . . . Top dealer discounts . . . Wide choice of models . . . 


8 OUTSTANDING models with famous R. C. Allen ‘‘STAND-OUT'’ features. 


Model 65 - " 
Direct subtraction . . 

Light weight . . . easy 

to operate. Now used 

extensively by thou- 

sands of small busi- 

nesses from coast to 

coast. Only $132.00 


Model 75 


A true R. C. Allen 
“leader. Direct sub- 
traction in red, visible 
dials, automatic clear 
signal and wide 42” 
carriage make it a top- 
notch seller. Only 
$157.00 





Model 715 

The motor does the 
work. A super-fast 
7-column model ideal 
for both desk and 
store counter use. Com- 
plete array of “‘stand- 
out" features. Light- 
weight — portable. 
Only $235.00 
eeeevoeeeveeeveeeeeeeeseeneeeeeaees 


Model 1015 


Ideal for banks and 
accounting depart- 
ments. 10-column ca- 
pacity. Wide 512” 
carriage accommodates 
variety of forms. Visi- 
ble dials, automatic 
clear signal, direct sub- 
traction. Only $310.00 


ee 


Model 70 


Priced same as “65” 
but with extra bank of 
keys. A fast operating 
straight ‘“‘adder™ with 
visible dials for visual 
protection, Adds to 
100,000.00. Only 
$132.00 


Model 805 


Large 8-column capac- 
ity. “Stand-out” fea- 
tures include visible 
dials, automatic clear 
signal, direct subtrac- 
tion in red. A “must” 
for the medium sized 
business. Only $185.00 





Medel 915 


Perfect for every office. 
Large-fast-simple to 
operate. Precision built 
for years of service. 
Packed with R. C. Allen 
famous features. Adds 
to 10,000,000.00. 
Only $285.00 


Model 1315 


The ultimate in adding 
machine performance. 
For statistical or gov- 
ernment work. Giant 
12%” carriage for 
multi-column forms. 
Withstands hardest 
treatment. Only 





$510.00 


R.C.Allen Business Machines. Inc. 


679 Front Avenue, N. W. 


Grand Rapids, Mich. 


ADDING MACHINES - CALCULATORS - BOOKKEEPING MACHINES - CASH REGISTERS - TYPEWRITERS 
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R.C.Allen typewriter... 





MODEL 611 


Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
. «+ instant margin set ... new touch. . . self-centering bail . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation... pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 
pays to sell the best. 

Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. 
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A beauty anda bargain! 


COSCO MN elle 
Office Chair 


Airfoam, revolving, “saddle” seat 
has easy, instant, positive height con- 
trol anywhere between 16” and 20”. 
Backrest adjusts three ways. Soft 
rubber, 2” casters, lifetime- 
lubricated; tubular steel 
frame finished in gray, 
brown or olive green baked- 
on enamel, or chromium. 

Cloth-backed, perforated, 
vinyl plastic upholstery— 
washable, durable—on seat and back 
in green, maroon, brown or gray. 
Four models—each “a beauty and a 
bargain”—to retail from $29.95 to 
$31.95 (slightly higher in Florida, 
Texas and Western states). 





*To raise: place foot on 
circular rung and, with one 
hand releasing control lever + 
lift seat to desired height. Model 16-C, gray enamel finish. 
To lower: Lift upward on Also 16-D, brown enamel; 16-G, 
control lever and lower @ olive green enamel; 16-B, chro- 
seat to proper level. mium. 





HAMILTON MANUFACTURING CORPORATION ec COLUMBUS, INDIANA 
Makers of COSCO Household Stools, Chairs and Utility Tables 


Posture Back Adjusts THREE WAYS! 


to “cradie” 
For depth for height the back in 
of seat... of backrest; .. any position 
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you can offer your customers — 
for a small investment —the 
most practical method for re- 
cording daily sales... safeguard- 
ing funds... and helping to run 
a profitable retail business — it’s the mew, 
low cost Remington Rand Cash Register. 


With the new Remington Rand TOP- 
flight Cash Register, your customers will 
have a daily record of sales activity printed 
on tape—a record of cash taken in, cash paid 
out, accounts charged. And they will also 
have the advantage of an adding machine 
with sufficient capacity (7 list—7 total) for 
preparing daily, monthly and yearly sum- 
maries, and for general figure work. 


Compare the features of this new Rem- 
ington Rand TOPflight Cash Register and 
you will see that no other low cost cash 
register offers you the sales and profit oppor- 
tunity of this low cost TOPflight. 


Cast 


light 


Only 77°f4pAc Nas Ail These Features 


9 Department or clerk designations 

— all 9 positions available for desig- 

nating departments, clerks, or prod- 
uct groups. 


7 Column listing, totaling capacity 
—department, clerk, or product desig- 
nation does not use up valuable key- 
board capacity. Therefore, a TOPflight can 
be used as a 7 list —7 total adding machine 
by flicking the lever on the money drawer. 


Paid out/charge key—a distinctive 

symbol prints on the tape to indicate 

money paid out or amounts to be 
charged against a customer's account. 


Simplified 10-key keyboard—is 
fastest because it’s simplest. On it you 
enter amounts just as you would 


write them — it selects the proper column 
automatically. 
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PLUS Cushioned Power —TOPflight’s 
built-in spring mounting reduces 
wear and adds years more service. 


Safety Lock on Total and Sub-total Keys 
makes it impossible for anyone to tamper 
with totals. A Safety Lock on the money 
drawer gives added protection to funds. 
Keys are included. 


Removable Steel Money Tray has a cover 
with safety lock. Can be placed in safe at 
close of business. 


Fully-enclosed Recording Tape Rewind 
is automatic, smartly designed 
to be a basic part of the register. 
Large Writing Table makes 
last 11 transactions visible. 
Wide Tape has ample room 
for notations. 


d 
iy 
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Single and Double space adjustments. 


Model illustrated is 71 CR. Also available 
in Model 73CR, which has all the features 
of Model 71CR plus direct subtraction, 
which shows “paid out” items as a minus 
(—) entry on the cash register tape. 


Hemington. Fland. 
DEALER SALES DIVISION 


315 FOURTH AVENUE, NEW YORK 10, N. Y. 
eoeeseecesseesv eee? 


Please RUSH complete details on the new 
RemingtonRand TOPflightCash Register. 


Name 
Address 
City. 

















TIFFANY 
STANDS... 


ie 


Model "SS" 


ici STANDS give greater pro- 
tection to both office machines and 
7. operator. Heavy precision construc- 
poi tion and exclusive design features 





odel assure sturdy, non-creep, sway-proof 
available service . . . help eliminate machine 


noises and vibrations as well as 
operator fatigue .. . provide easy 
@rop leaf and safe portability . . . high or low 
> right side. drop leaf arrangement on either side 
? of the stand . . . compensations for 
uneven floor surfaces . . . protection 
against tripping and snagging hosiery. 
a Completely adjustable to provide a 
Literature on firm foundation for every type of 
request office machine. Longer life for lowest 
annual cost. 


with extra 


ON SALE AT BETTER 
DEALERS EVERYWHERE 


POPLAR BLUFF, MISSOURI 
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make sure 
this 
isn’t yours! 


This fingerprint could be yours . 
if you use ordinary spirit duplicating 
carbon papers. But hands always stay 
clean (no smear, no smudge) with 
Queen's new . 


vu te lot Hee 

é & 

= en Oe os 
ovat ~ the new QUEEN ,, 


- ocoat 


spirit duplicating carbon paper 


@ recommended for long runs 


@ recommended for sharp, clear copies 


spirit duplicating carbon papers, are coated 

by a new process that safeguard your hands (and clothes, too) 

against stains and smudges. Eliminates need for special stain- 
removing soaps and cleansing preparations. 


Unlike oS on spirit duplicating carbon papers, the new QUEEN 


Available in flat sheets or master unit forms—either plain or 
pre-printed. Write today for your free sample of QUEEN 
““protect-o-coat”’ spirit duplicating carbon paper. 


See the new QUEEN *protect.ocoat” spirit duplicating 
carbon popers ...: National Business Show, Booth 
225, Grand Central Palace, N.Y.C., October 22nd to 


27th. 
Ducen 


RIBBON & CARBON C6., Inc. 


128 Wythe Avenve ~- Brooklyn 11, New York 


Manufacturers of: 
INKED RIBBONS © CARBON PAPERS © MASTER UNITS © CARBONIZED ROLLS © SPIRIT & MECTOGRAPH DUPLICATING CARBONS 
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ou, Male Your Own Stamps ta MINUTES 


ANN ae 
VY 


HANDSOME 
AND HANDY! 


Weed a stamp in a hurry? No need to 
"wait days for delivery as you do with 
rubber stamps. Now, with the sen- 
sational new PRINT-O-STAMP, you 
can make any stamp you want in 
minutes . . . for pennies instead of 
dollars! 


PRINT-O-STAMP prints on labels, 
packages, boxes—anything! Makes 
stamps for office forms, signatures, 
instructions, notices, inventory mark- 





Pioneers in New and Better Stencil Duplicating Equipment iim 





ings, or to address gummed labels 
in quantity. Type stencil, snap on 
and print —it’s that simple. Complete 
with stencils, ink, brush, stylus. Call 
your Stationer, or write direct, NOW! 


Distributed Exclusively by 
the manufacturers of the 
famous PRINT-O-MATIC 
AUTOMATIC CARD- SIZE 
DUPLICATOR 


COMPANY, INC. 




















THE Denominator WAY! 








[ 4284223 /- 


Wherever you want to “Keep Count’’ you can now 
do away with those old-fashioned tally sheets. The 
DENOMINATOR will count, tabulate, record and total 
—with accuracy! 


Considered by many as indispensable on such appli- 
cations as: ORDER TABULATIONS * INVENTORY CON- 
TROL * PRODUCT SALES ANALYSES * FOOD PORTION 
COUNTING * PAYROLL DENOMINATING. 

The DENOMINATOR offers flexibility, ease of opera- 
tion and economy. Available in machines from 1 to 180 


units to meet your specific requirements. For detailed 
information write: Dept. 2-O. 


THE Denoeminato 2 Company, INC. 


261 BROADWAY, NEW YORK 7,N. Y 


Manufacturers of Tabulating Machines for over 35 years 
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... light, 
practical, compact 


... BORG 


This Better Parcel Post Scale 
Saves Time and Postage 


*Guaranteed accurate 
within 44 of 1% at 
every point on the dial 


Borg has streamlined the parcel post scale to minimum size 
and maximum efficiency. Only 8"x10", and 2” high (fits in a 
drawer). Weighs only 5 lbs. (pick it up with two fingers). 
You can take the scale to the work, thus avoid moving 
heavy packages. Gives exact* weight every time (to 50 lbs.) 
—no overstamping to be “sure.” Fast dial speeds weighing. 





Shows both weight and postage in one “window”—no 
confusion. If bulky parcel covers dial, handy lock retains 
weight for later reading. Guaranteed for life under a Service 
Warranty. Handsomely finished in Office Gray. Ideal for 

ied deawe heth welsit both small offices and large shippers. 


and postage at a glance. Retails at $12.50 (Denver west, 50¢ higher). At your stationer—or 
(Above, 4 actual size) write for name of nearest dealer. Borg-Erickson Corp., Chicago 11. 


NO OTHER SCALE IS MADE LIKE A 
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Traffic light for dictation! 


There’s a red‘and green light on your secre- anything! You dictate at your convenience; 
tary’s GRAY AUDOGRAPH ...so she can’t get your secretary transcribes at hers. Result — 
tangled up when she’s putting your words on you're both free for other important work. 
paper. The red light flashes to warn her of Single lever control makes operation easy. 
approaching corrections, the green light for _ Flip left to record, right to listen. One feather- 
ends of messages. weight plastic disc holds an hour’s dictation. 

Versatile Gray AUDOGRAPH can increase You can file it, mail it or reuse it 50 times. 
your office output up to 30%. Simply sound- AUDOGRAPH is tops with secretaries, too. 
write sales reports, memos, correspondence— Send coupon for full particulars. 


Dictation is easier—with AUDOGRAPH! 
The Gray Manufacturing Company, Hartford 1, Conn. 
Send me Booklet 10-R “Manpower—Starts With YOU !” 


AUDOGRAPH sales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under ‘“‘Dictating Machines.’’ Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
TRADE MARK "AUDOGRAPH" REG, U.S. PAT, OFF cites’ 
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PUSH-BUTTON MULTIPLICATION 
delivers rearmament figurework 
TEASIER-FASTER-SURER 


FASTER — because Marchant’s mechanism 
performs at speeds ranging up to twice 
those of any other calculator. 
EASIER —because Marchant saves 
the operator at least one step in 
every multiplication problem. 
SURER — because Marchant is 
the only American-made 
calculator with dials for 
verifying the keyboard entry. > j 
More than half of all calculator work ; a a PUSH-BUTTON MULTIPLICATION 
is multiplication. Therefore, the obvious r 
—_ is the —- oe ie d Enter multiplicand in keyboard. 
aster, easier, surer. all the Mare ant e ‘ Answer appears simultaneously 
Man in your phone book—he u & as multiplier is entered in Auto- 
prove it with a demonstration matic Multiplier. 
on your own work. L 














Mail this oa with your business letterhead to get our free ; 
: GUIDE TO MODERN FIGURING METHODS 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS O} AMERICA'S FIRST 


; MARCHANT CALCULATING MACHINE COMPANY : 
‘ 06 : 


DAKLAND 8B, CALIFORNIA 
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PUTTING YOUR 
FINGER ON FACTS! 





The faster you get the 
facts, the better prepared you 
are to make wise decisions. 
Across the nation, organiza- 
tions are getting accounting 
and statistical facts when they 
want them and in the form 
they want them . . . because 
they use IBM Electronic Busi- 
ness Machines. 


( IBM 


INTERNATIONAL BUSINESS MACHINES 
590 Madison Avenue, New York 22, N. Y. 


+ 
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ce 
to systematic working order 
Time: 43, seconds per paper 


now SOLt-O-Mat taxes vou our a ia sci 


AND PUTS YOUR OFFICE UP ON TOP! 





WHAT SORT-0-MAT DOES 


eSorts correspon- 





dence, freight bills, 
invoices, charge and 
credit slips, hold or- 
ders...whizzes paper 
to proper depart- 
ment for high-speed 
efticiency, top-notch 
accuracy. Saves 
time, saves space. 


If anyone in your office sorts correspond- 
ence, invoices, papers of any kind—Sort- 
O-Mat speeds sorting time by 75%! Fast, 
accurate, Sort-O-Mat is the 2-letter sorting 
system that helps your office make a better 





showing up and down the line. YOUR BOSS 
sees a saving in time and money. Low-cost 
green help can do high-speed sorting. New 
accuracy takes advantage of invoice dis- 
counts ... builds customer respect for your 
firm. DEALERS AND CUSTOMERS see better 
service in filling orders ... new efficiency in 
billing and shipping. Sort-O-Mat cuts confu- 
sion in a way that puts your office up on top. 


HOW YOU CAN TEST SORT-0-MAT 
ON YOUR OWN PAPER WORK 


The “Y&E” representa- 
tive in your city will be 
glad to demonstrate a 
Sort-O-Mat in your office 
and let you SEE how it 
cuts work, builds per- 
formance. Call him now! 














MARK OF SUCCESS 


YAWMAN AN» FRBE MFG.(O. 


1020 JAY STREET * ROCHESTER 3, N. Y., U. S. A. 
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FASTENER 


The ACCO Unit System of Filing 


—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
2%" centers, is 

filed with the 

established file 

unit for “custo- 

mer” or “subject” 

and stays in file 

indefinitely, a 

secure ACCO- 

bound unit. 


When reference is required the 

bound unit is drawn from file with 

assurance that all related papers are 

together, in proper sequence, and 
protected from 
loss or misplace- 
ment in the ref- 
erence and hand- 
ling that may 
follow before the 
file is returned to 
its drawer or cab- 
inet. 


Se 


Basic Accessories to ACCO Unit Binding: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 — 314” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 
No. 10 — 234"centers (1/4”) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. Y. 
In Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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READ HOW [ F LAGSHIP, | 





WITH ITS DISTINCTIVE 
METALLIC BACK, OPENS 
THE DOOR TO GREATER 


CARBON PAPER VOLUME! 


Every stationer knows how much an attractive, 





easily identified package can do to keep a pro- 
duct moving off his shelves. FLAGSHIP comes in 
that kind of box—one that sells on sight. And 
yet that’s only part of the story. Every single 
sheet of FLAGSHIP has its own gleaming “pack- 


rTURING ORP RA 
FARBON AND RIBBON MANUFACT? 





Flagship is curt-grect, not just age’! The vey same metallic back that gives 

iachaadinens this carbon paper its superior quality, gives it an 
identity — an individual “style’—that no user can 
forget. Customers come back asking for FLAG- 
SHIP by name. And once they learn that it is 
available only at your store, watch your carbon 
paper volume zoom! Some exclusive dealerships 
are still open—for FLAGSHIP and the entire Allied 
line of business-building business aids. Better 
inquire today! 


Flagship’s metallic back means extra 
wear, easier handling 


Flagship makes sharp, 
permanent copies 


Flagship allows smudgeless 
erasures 


WRITE DEPT. B 
CARBON AND RIBBON MANUFACTURING CORPORATION 
ALLIED General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 1629 So. B’way, Les Angeles 15 
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WHY EVERYBODY LIKES THE 


dsarrett 


GRAYTONE 


Printing Calculator 


| 


Model BI92E Electric Printing Calculator. Also Furnished for Hand Operation, Mode! 8192 
9-column Items and Totals, Capacity 9,999,999.99 


SEE IT! TRY IT! 


AT THE Harrell DEALER'S 


sae eg 


Some territories now 

EXCLUSIVE open for Exclusive As- 

SALES signment. If interested 

in securing an exclu- 

AGENCY sive and profitable 

agency, write for in- 
formation. 





2" 
pan 


BARRETT ADDING MACHINE DIVISION 
LANSTON MONOTYPE MACHINE COMPANY 


Twenty-fourth and Locust Streets Philadelphia 3, Penna. 
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... with the Exclusive Barrett 
feature, the Automatic Shift 
and Multiply Key for the 
fastest multiplication on any 
listing machine. 

@ Built by a Manufacturer 
Famed for Precision 
Engineering 


@ DIRECT SUBTRACTION 


@ Rapid Multiplication and 
Division with Printed Proof 


@ Positive One-Position 
Back Spacer 


@ Light and Portable 


@ Ultimate in Speed, 
Accuracy and Simplicity 


Visible Adding Wheels 
Automatic Totals 

e@ Sub-Total Key 
Automatic Ribbon Reverse 


... all these features and 


many more! 




















| 
: 
R 
A 
| 
































PRONTO FILE CORPORATION 


85 Madison Avenue New York 17, N.Y 























Model 

a = i 

Easier to use— 
and more accurate 

Positive, 

trouble-free feeding 

on all sizes and 
types of stock 





Hlann 


Sime 

For over 30 years we have manufactured 
duplicating supplies and equipment to meet 
the requirements of practical operators. This 
is the line that was designed to make their job 
easier—a line that exemplifies the first com- 
prehensive effort to MODERNIZE office 
duplicating in more than a generation. 

All the Marr electric models and hand 
operated models are a boon to operators 
because they are cleaner, easier and more 
accurate . . . and because they will run a 
wider range of stocks. 

Wels for lelerature 
YOU need one or more MARR models in your 
business . . . and MARR Duplicating 


Supplies will save you money, regardless 
of your present equipment. 





I) Se . 


in a few months 
thanks to your saving 
in supplies 
and operating time 


No misses ... no doub es 
..no waste motion here! 


This is the operator's mec 
chine—faster, cleaner, mor 
accurate and will handle 
wider range of paper an 


card stocks. 


Continuous feeding, contin: 
ous loading—losing no tin 
on the job. No ‘blanks’ 

doubles on any type of stoc 
Automatic precision registr 
tion like nothing you've see 
before—Flawless alignmer 
a perfect ‘hit’ on eve 


sheet! 


Rotating stencil button bar 
permits removing stencils by 
their uninked, CLEAN head- 
ings—in half the usual time! 
Yes, this is an OPERATOR’S 
MACHINE. 


The way it loads, the way it 
feeds, the way it promotes 
cleanliness — everything 
about this up-to-the-minute 


duplicator spells efficiency. 


Truly ‘a modern printshop 
right in your office"! 





<r ce nnaneniae: eet 





olivetti 14” 


IMPROVED DESIGN 
FULLY AUTOMATIC 


printing calculator 


We take pride in the reception accorded the OLIVETTI 14 /5! 
Printing Calculator by American business, always ready to 
adopt progressive, time-saving methods. 





-,¢.* > 


Combining the features of a high-quality calculator and a 
high-capacity adding, listing and subtracting machine, together 
with fully automatic operation and accurate printed record, 





the OLIVETT! 14/5) answers this demand for greater efficiency. 


Request o demonstration under your actual operating conditions. 
Sales and service throughout the United States. 


Olivetti Corporation of America exciusive v. 5. vistrisuror 


aed 


ARTHUR M. HILL, Chairman, Executive Committee, Greyhound Corporation, 
says, ‘“‘TIME-MASTER has become an indispensable part of my daily routine.” 


Your electronic memory for 


thoughts, ideas, and meetings! 


Get acquainted with the last word in mod- 
ern dictation—the TIME-MASTER! 


It’s the “thought trap”’ that speeds up 
everyday correspondence. It’s the handy, 
logical solution to every dictating-record- 
ing problem! 


Versatility! Efficiency! That’s the key 
toTIME-MASTER’s remarkable success.Com- 
pact, light, completely portable, it’s a time- 
saver, cost-saver on the road as well as in 
the office. 


Heart and soul of the TIME-MASTER 
is the unique Memobelt, a revolutionary 
recording medium that catches those elu- 
sive random ad libs as they occur to you. 


Word for word, even a whisper is re- 
corded and played back with utter fidelity 
and clarity by Memobelt. As much as 15 
minutes continuous dictation will go on 
one of these tiny, flexible, plastic belts. 


Thousands of busy executives agree 
that TIME-MASTER has become an indis- 
pensable part of daily routine. Chances 
are, TIME-MASTER can help streamline your 
office operation. For a free demonstra- 
tion, call your Dictaphone man right now. 


DICTAPHONE 
CORPORATION 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation 
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Wood Furniture 


For the modern office setting a new concept of attrac-: 
tive appeorance plus moximum utility and flexibility 
is made possible by Rock-o-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 


ew out 
¥* 


* greater efficiency 


*b 
"Sad, 
der Fle x jp. ilig 
aay y 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sowed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 


COMPANY 
gince 1903 
“y pices? ut 


_BARNE 
ELL-BY Stato 


\ 


ROCKW 
Spec! 


e 
+ Wacker Oe 
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FIRST PRIZE ATLANTIC City 
1951 


WILL 
ADD 
TO 
ANY 
OFFICE 


MEER ITER Hie BPRS 


I il a ita eit a9 i et lash Pies 


Cut COLLATING COSTS 


Simple motions with both hands at the same time comply with latest principles to promote highest 
Efficiency yat minimum of fatigue. Assembly of Carbon with second Sheets is simple yet precise 
and easy. Hands do not touch the Coated surface of the Carbon, the assembly is completed with 
saving of time as well as automatic alternating of Carbons on each assembly, thereby wearing out 
each sheet of Carbon evenly, saving on purchase of Carbon. 

This patented device is the result of much study by our Engineers who have made obsolete the 
old ''Model T'' methods of assembly of Carbon for manifold work in an Office. 

This Kopy Aligner Device was awarded FIRST PRIZE for both Appropriateness and ECONOMY at 
Atlantic City at the Annual Convention of The National Paper Box Manufacturers Association 1951. 
Kee Lox will back up this wonderful device using Kee Lox Kopy Aligner Carbon by sending to 
ANY SECRETARY or PURCHASING AGENT, FREE, no obligation whatever, one Box with 25 Sheets 
of Carbon, the size you use, if requested on the Letterhead of your Company. Only a small 
request of you, but the samples we send will repay you many, many times over. 





Please mail at once 
KEE LOX MFG. CO. a 
ROCHESTER |, N.Y., U.S.A. 


Please send FREE samples and Box as above to 


TODAY 


THANKS 


We use Machine, check please 
Electric 

















why take 
less 








Youre SURE when you specify 
MERCURY PRODUCTS 


You can always count on more 
economical time-saving operation 
and more craftsman-like printing 
when you use Mercury Products. 
No finer rollers or blankets 

for multilith and multigraph 
machines at any price. 


RAPID ROLLER CO. 


D. M. RAPPORT, Pres. Federal at 26th GHICAGO 16 


MERCURY-LITH ROLLERS AND BLANKETS 
_for Multilith printing machines 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 
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ferris » ROTARY FILES 
GIVE YOU 5Q% GREATER FILING 
CAPACITY WITH YOUR PRESENT 


CARDS AT A LOWER INITIAL COST. 


*EXCLUSIVE . . 
Special compres- F 
sion block for tab- 
vlating cards. 


*Rotary trays | 
in position . 
cannot roll back, 


* Instant removal of 
one card or a. full 
rack . . . use 
your present cards. 


*Finger-tip control % 
- « « locking slide ad 


cover keeps your 
records safe. 


Greater efficiency . . . convenience... 
accessibility for your Stock Control, 


Inventory, Purchase, Production, Cost, 
Sales, Payroll, Personnel, and Credit records. The FERRIS ROTARY FILE is 


unequalled because FERRIS is the only rotary file that permits cross-filing and 
complete indexing! It eliminates punched cards, belts, clips, rods — awkward 
fastening devices. Transfer your present cards instantly into removable trays. 
Filing is quicker . . . easier for your operator. You save Time, Wasted Motion, 


Floor Space and above all Cost! 
DEALERS ... attractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD ®@ STRATFORD, CONNECTICUT 
“VISIT US AT THE NATIONAL BUSINESS SHOW—BOOTH 254'' 
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NO WONDER 
I TALK A 


“| “BLUE STREAK’ 
odd Blue Streak Vouchers 


are something to talk about. The 





day you start using them you can do away 


eacente™ 


with your Accounts Payable Ledger, 
put a stop to needless historical bookkeeping 


and cut ledger postings down to zero.” 


5 REE BE 


With Todd Blue Streak 

Vouchers there’s no need to 

write separate check stubs, ; ee. # 
check registers or receipts. y 
Envelope addressing is out. 

Cash book and purchase journal 


postings can be reduced to only one 


a day, even if you write hundreds of checks daily. 


Every Todd Blue Streak Voucher is printed on Protod-Greenbac paper — 


guaranteed protection against alteration and counterfeiting. 


Get the facts today—without cost or obligation—by mailing the coupon. 


THE TODD COMPANY, Inc., Dept. O, Rochester 3, N. Y. 


Please give me full information about Todd Blue Streak 
Vouchers. No obligation on my part. 


Firm 
Addre:s 


City Zone____Staic ROCHESTER NEW YORK 
SALIS OFFICES IN PRINCIPAL CITIES 


By- — - 0-10-51 — pystriBuTORS THROUGHOUT THE WORLD 
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New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 

chines that need trained operators. 
Victor Custom models do such im- 
portant calculating jobs as figuring op- 
10-key Keyboard crating and budget ratios, comparative 
Totals 999,999,999.99 sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 

print results on the tape. 


SP Rhine Hattie. 


SE Fh ED eas kA RC TRA oe aR RE 





[@D 0987654321 @Q]) 


Movable Decimal Marker Speeds 
Calculation—Exclusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, divisiédn, addition and sub- 
traction of decimal equivalents. 





AE ARI ILI 2 ap gs a on 


Full Keyboard @eeeseeeeeoeaea eee ee eeeeeeee eee 
Totals 999,999,999.99 There are 42 basic Victor models. 
‘ s To learn how Victor can give you extra 

Calculating Jobs without service on your figuring problems mail 

Trained Operators — Thats coupon or call the Victor Branch or 

the “Plus” We get from Dealer listed in Classified Phone Book. 


Victor Adding Machines. 


} Victor Adding Machine Co; 

g Chicago 18, tll., Dept. OM-10 

t © Please send me free new booklet “Secret 
8 of Speed.” Tells how Custom machines do 
& many important calculating jobs. 


a Y Send me free information on complete 
: ictor line. 


VICTOR ADDING MACHINE CO.MAIGULS | im 
Chicago 18, Ill. HAS WHAT oo as 


L) 
The World’s Largest Exclusive y Address 
Manvfacturers of Adding Machines 7 TAKES ee State 


Leese wees eam w eases aeseseonn 


Satie Seiition income 














Raw ww ee wee eee es 
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Wages Paid cad income ond F.1.6.A. Tame Wunhed 











NOTICE TO EMPLOYEE 
This statement is important! 


| th must be attached to your U. & 
income tax return for 1951. 





























See testructions on other side 








A SIMPLE “SNAP-OUT” MOTION 6 SETS TO A STRIP 


INSTANTLY SEPARATES FORMS AND CARBONS [RSM SSGhioepenarn 


Original and Duplicate Remain Attached without Carbon AND “SEXTUPLES” 





Forms W-2 and Envelopes in- S-K 

cluding employer's imprint can Forms W-2 
be shipped within a few days Approved by 
from receipt of order. * U. S. Treasury De- 


partment. 
*® 26 States (5 part 





forms). 
* 4 States (6 part 
forms). 


Write today for sample strip te Seceld 8 cnt tam 


_ for New Yerk State. 
and schedule of low prices. * Various Cities— 


where practicable. 


| r “a 309 WALNUT STREET 
@ PHILADELPHIA 6, Pa”. 


S-K AND CAHILL PAYROLL BOOKS AND SYSTEMS 








~ 
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PARTIAL VIEW AN ENLARGED 
OF MAIN BUILDING MILLER LINE PLANT 
TO SERVE YOU STILL BETTER 


Thank You 


—FOR YOUR CONTINUED PREFERENCE FOR MILLER LINE CARBON PAPER AND 
INKED RIBBONS. 


The above view shows a portion of the recently enlarged main building of our plant—our sixth 
expansion—this one adding a third to our floor space. This addition to the factory and offices 
plus further modernization of manufacturing equipment is our answer to the continued growth 


in demand for MILLER LINE products. 


@ SINCE 1896—MANUFACTURERS OF YOUR FAVORITE BRANDS OF e 
CARBON PAPER INKED RIBBONS 
CARNATION BRAND MADAME BUTTERFLY PURE SILK 
GUARANTY BOND MILLER LINE NYLON 
ELK BOND CARDINAL BRAND 
DURITE BRAND CARNATION BRAND 
CLOVER BRAND DIAMOND BRAND 
BLACK JACK BRAND ELK BRAND 
AURORA BRAND AURORA BRAND 
DIAMOND BRAND M BP BRAND 


Also Billing—Pencil—Spirit Duplicator and Hectograph Carbon Paper—Master Sets—Roll 
Carbon—Excello Spirit Duplicator Fluid—Hectograph Cleanser for the Hands—Inked Ribbons 
for Every Use—Fabric Ribbons and Carbon Paper Ribbons for Photo and Offset Duplication. 


MILLER-BRYANT- PIERCE 


DIVISION OF L C SMITH & CORONA TYPEWRITERS INC 
AURORA, ILLINOIS 
DIRECT BRANCH SERVICE EVERYWHERE 
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... to make NEW steel 


Steel mills use one ton of iron and steel scrap in 
making every two tons of open-hearth steel. 

But normal sources of iron and steel scrap can’t 
keep up with demand. That’s why the steel industry 
asks you to collect your scrap—in the form of obso- 
lete, worn-out machinery and parts—and send it back 
to the mill. 

Only with your help can current military and civilian 
production demands be met. 

Start your scrap salvage program today—call in your 
local scrap dealer now. 


NON-FERROUS SCRAP IS NEEDED, TOO! 
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Visualize Your Staff 
with Robotyper 
Equipment . . ‘ 


One girl 


inimize the cost and effort 
Now you can minimize the cost Robotyper ¢ 


of routine correspondence that burdens 
your staff—yet have every letter or mem- 
orandum individualized in greeting, and 
by personal inserts of names, dates and 


With one 


most of her 
other duties, 





Rags: electric typewriter 
_ Ways available for 
by esol ual Operation, 


. With four R. 
erates automatically at three Lon four Roboty 
Repair op Y ene can produce com 


times usual hand speed. Robotyper knows i 800 personal 
no fatigue; requires no special typing skill; Per day, 
always works at top speed. 








Send coupon ROBOTYPER CORPORATION 

today for com- 121 Allen Street East, 

Hendersonville, North Carolina 

Please forward information on how Robotyper can 
help my firm. 


plete informa- 
tion about 
ROBOTYPER 
equipment. 
NO 
OBLIGATION COMPANY 
OF COURSE ADDRESS 


ee ee ee ee ee ee 


Canadian Office: Robotyper Corporation of Canada, Suite C-23 Train Concourse, Union Station, Toronto, Ont. 


THe Orrice—October, 1951 53 





S telmas Er 
TV ables’ 


VIZ-ABLE CARD 
FILING FACILITIES 


Uniform visibility of 
pockets—full .0025 


visibility. Pockets die 
my cut fon 3x5, 4x6, 5x8 
cards. 


Smart plastic hard- 
' | ware — double card 


dexing . . . organizing. . 


Easy portebility— 
and access 


te drawers—short 


ilps ce nites: 19k: NPN 


ort steel sales corp. new york 63 n. y., u. Ss. a. 
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Steel mi ar 
V3 abbes! 


VIZ-ABLE CARD 
FILING FACILITIES 


per maaan 


art steel sales corp. 
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VIZ-ABLE System| 


THE FUTURA “VIZ-ABLES” 


new york 63n. y., u. Ss. a. 








YOU accomplish 


more with the 








right approach! 





(like for example, in business systems forms) 


With today’s stratospheric cost of doing 
business, every unnecessary finger-twitch 
whacks a goodly chunk off the profit margin. 
That’s why you find so many businesses 
(small and big) designing their paper work 
around the Co.irHo “one write” idea. 

You use a Cotitxo offset master plate as 
part of the original form. The plate is as- 
sembled with CouirHo duplicating carbon so 
that the master plate is prepared when the 
form is originally filled in. Then the CottrHo 





75% to 90% LABOR SAVINGS—This 63- 
part purchasing form of a leading steel company 
demonstrates the scope of a COLITHO “one write” 
form. In addition to statistical work reduction, one 
handling operation was completely eliminated. 


plate is put on an offset duplicating machine 
and all the additional forms (hundreds if you 
need ’em) are run off. 


The savings in labor are considerable and 
the elimination of transcription errors has a 
very real value. And you can file the CoLtrHo 
plate for future use. Variables can be pro- 
vided for and deletions, or additions to re- 
cord work progress or shipping schedules, 
can be made at will. In addition to form 
work, Co.itHo plates are the best all-around 
master for office offset duplicating. 


We'd like to send you free samples of 


Co.ttHo plates and complete infor- 
mation about their many cost-saving 
uses. 
COLUMBIA RIBBON & CARBON MFG. CO.,Inc, 
Main Office & Factory: 
101-10 Herb Hill Road, Glen Cove, L.I., New York 
New York Sales and Export: 58-64 West 40th Street 


Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


OFFSET MASTER PLATES 


A “one write” system 
that expedites your paper work. 
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It’s an fil Wind... 


Sirs: 

Undoubtedly by this hour you have 
been told many, many times that the 
mighty Mississippi River would have to 
run far afield to reach Kansas City of- 
fices, as indicated in the head on page 7 
of the September, 1951, issue of THE 
OFFICE. I somehow feel certain that 
you were aware of that fact before your 
magazine was put to bed, and that the 
error is the work of that organization of 
gremlins, leprechauns and playful elves, 
whose efforts harass everyone who has 
anything to do with the printed page. 

However, you may derive some solace 
out of the fact that your error is com- 
forting to one who recently fell an un- 
witting victim to a similar mental lapse 
—and peculiarly enough, it involved the 
some river. My purpose then, is not to 
scoff, but to proffer the old I-Know-How- 
It-Goes handshake, and to express my be- 
lief that it will take more than our com- 


bined efforts to force the Mississippi to | 
change its course to pass through Kansas | 


City, Mo—HENRY R. FREITAG, Di- 


rector of Publicity, Modern Woodmen of | 


America, Rock Island, Ill. 
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How To Earn 
PROMOTION! 


By H. JOHN ROSS, 
Lecturer, University of Miami 


A NEW book on a very 
IMPORTANT subject— 


You and Your Job 


A VICE-PRESIDENT WRITES: 
“After | have finished reading the book , 


intend to route it among our key supervisory © 


personnel.” $3.50 


250 Large 81/2” x 11” Pages, 
Tests, Projects, etc. 


AND OF COURSE— 


THE PRACTICAL 
HANDBOOK 

ON OFFICE 
SYSTEMS 


Pf 


ia). a eee: eee 
The STANDARD Book on SYSTEMS 


345 Large 7” x 9” Pages 15 
Over 85 Illustrations 


5-DAY EXAMINATION OFFER 


OFFICE RESEARCH INSTITUTE 
P, O. Box 4099, MIAMI 25, FLORIDA 






























































Plast; 
e 
Foie Just as ony tone! 
8 this facsiniie 

t 


economy...| 


ith Remington Rand PROCEL STENCILS! 


r long, high quality runs . . . copies 
t have print-like appearance, Rem- 
i@gton Rand plastic coated PROCEL 
fencils are supreme in the stencil dupli- 
@ting field. Even a light or uneven typ- 
touch results in copies of uniform, 
hly legtble tone . . . copies that really 
.. thanks to PROCEL’s sen- 
Sitive plastic coat. 
This sensitivity, when combined with 
EL'S unusual strength, gives you a 
stencil that is ideally suited to illustra- 


me alive” . 


a 


4+we 





tion, stylus and pen work. Further, 
PROCEL'S strength minimizes cut-outs 
and type clogging, too! Sturdy PROCEL 
Stencils give you much longer runs. . . 
do away with typing another stencil in 
the middle of the job. And procet Sten- 
cils are so easy to read against the white 
cushion sheet designed to banish “sten- 
cil eyestrain.” 

For consistent high quality and long 
run economy, specify Remington Rand 
PROCEL Stencils every time. 


Remington Rand Business Machines and Supplies Division 


Room 2272, 315 Fourth Avenue, New York 10, N. Y. 


[) Please send me your Free booklet DS 31B — Plastic proceEt Stencils. 


O) Please arrange a FREE demonstration of proce Plastic Coated 
Stencils in my office. No obligation, of course. 





Firm 





Address 





City 








to visit the National Business Show 

at New York’s Grand Central Palace, 
October 22-27. This show’s theme this 
year “Manpower, Machines and Meth- 
ods,” will be reflected in exhibits demon- 
strating the maximum use of manpower 
by integration of machines and methods. 
Sponsored by the Office Executives 
Assn. of New York, all proceeds from 
exhibitors’ space rental fees, over and 
above operating expenses, are dedica- 
ted to research and analysis for fur- 
ther development of better office pro- 
cedures and practices. The National 
Business Show has become a tradition 
in the office field, dating baek to 1904. 
Rudolph Lang has been the show’s 
managing director since sponsorship 
was taken over on a non-profit basis 
by the New York Chapter of National 
Office Management Assn. last year. 

Visitors this year, some whose own 
office routines have been already affect- 
ed by the country’s defense program, 
will see many signs of things to come 
not only in the booths of manufactur- 
ers but in an exhibit prepared by the 
Armed Forces which is perhaps today’s 
largest user of office equipment and sup- 
plies. Even in offices where no direct 
defense work has been yet introduced, 
the effect of the defense effort is being 
felt in a dearth of clerical help. This 
shortage is graphically illustrated by the 
overflowing pages of classified help 
wanted. ads in the newspapers of the 
country’s cities. Onee again offices are 
bidding for stenographers, typists and 
operators of various office machines. 
All the while government agencies con- 
tinue to seek more workers and, in 
many eases, are more successful than 
private business offices despite the fact 
that private concerns generally offer 
higher wages. 

The answer to the shortage of office 
help can be only more simplification and 
and more mechanization. Simplifica- 
tion isn’t always easy, especially when 
an office’s work includes many govern- 
ment-planned procedures for either 
the fulfillment of defense contracts or 


(Je: 100,000 persons are expected 
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NATIONAL 
BUSINESS 
SHOW IN 
N.Y, OCT. 
1-21 


just compliances with the many regu- 


latory laws covering materials and 
money. Every office executive has one 
or all of these problems staring him in 
the face every day and if he can get 
to New York for this exhibit, and for 
the Office Week Forums, he may find 
much of value to his job. Those at- 
tending the American Management 
Association’s Office Management Con- 
ference the end of the week before 
might profitably stay over the week- 
end in New York for a little relaxa- 
tion and then see the National Business 
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MONDAY EVENING, OCTOBER 22 
Chairman: Ernest De La Ossa, National Broadcasting Co. 
CURRENT STATUS OF TECHNICAL AND SCIENTIFIC MANPOWER: Dr. 
Gorpon P. Wuitcoms, Assistant Personnel Director, American Cyanamid Co. 


CURRENT SALARY AND WAGE REGULATIONS: Hiram S. Hau, Vice 
President for Personnel, Bigelow-Sanford Carpet Co. Industry Member, Wage 
Stabilization Board. 


TUESDAY EVENING, OCTOBER 23 
Presented by the Records Management Assn. of New York. 
Chairman: Etuet A. Carew, Esso Standard Oil Co. 

RECORDS MANAGEMENT — WHOSE RESPONSIBILITY? THE SUPER- 
VISOR’S: Leta J. Srropen, Systems Division Manager, Globe-Wernicke Co., 
New York. MANAGEMENT'S: Jutes M. Grausarp, Director of Personnel & 
Employee Relations, Bache & Co. THE EDUCATOR’S: Dr. Roserr A. Love, 
Director, Evening & Extension Division, City College of New York. 


af 
28 De Ee ee OS ee 


WEDNESDAY AFTERNOON, OCTOBER 24 
Presented by National Assn. of Cost Accountants. 


VALUE OF COST ACCOUNTING TO SMALL BUSINESS: Srernan V. Trot, 
Partner, Mailer & Troll. 


WEDNESDAY EVENING, OCTOBER 24 
Presented by Systems & Procedures Assn. of America. 
Chairman: E. Lester Puy, Continental Can Co. 


THE VANISHING OFFICE: J. W. Hastert, Manager, Methods & Statistics, Shell 
Oil Co. 


how which opens the following Mon- out of the recent trend toward coordi- 
day. nating commercial educational standards 

“Effective education,’ one of the and subjects at both high school and 
Most promising developments to come university levels with the needs of in- 


J. W. Haslett Dr. G. P. Whitcomb Hiram S. Hall Richard B. Johnson 
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tion Insurance Rating Board. 


THURSDAY EVENING, OCTOBER 25 
Presented by Advisory Council on Business Education for New York City. 
Moderator: James R. MEEHAN, Chairman, Dept. of Business Education, 
Hunter College. 


HOW EDUCATION MEETS CURRENT NEEDS OF BUSINESS: A Panel Discus- 
sion by Representatives of Leading Schools and Business Organizations. 


FRIDAY AFTERNOON, OCTOBER 26 


i ee ee ee oe ret shee aca cantata hash sings rclemntaead ae hosed cate honabeeiecin <meta: 


THURSDAY AFTERNOON, OCTOBER 25 
Presented by Just One Break Committee, Bellevue Medical Center. 
Moderators: Orin LEHMAN, Partner, Lehman Bros. and Henry Viscarpt, 
Executive Director, J.O.B. Committee. 

MANPOWER SOURCES FOR OFFICE AND FACTORY: A Panel Discussion— 
FOR THE EMPLOYER: Watter C. Goopkoop, Personnel Management, Ford 
Instrument Co. Div. of Sperry Corp. FOR THE EMPLOYMENT AGENCY: 
Georce L. Stone, President, Position Securing Bureau. FOR THE MEDICAL 
GROUP: Dr. Howarp A. Rusk, Chairman, Dept. of Physical. Medicine & Re- 
habilitation, New York University Bellevue Medical Center. 
SUPERVISOR: Crate V. River, Director of Employment, J. C. Penney Co. 
FOR INSURANCE LIABILITY: Henry P. Sayer, General Manager, Compensa- 


FOR THE 
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Presented by Transcription Supervisors Assn. Chairman: HELEN Hersiow, 
National Electrical Manufacturers Assn. 


HOW TO PRODUCE MORE IN A TIGHTENING EMPLOYMENT MARKET: 
Ricuarp B. JouHnson, Training Coordinator, Port of New York Authority. 


dustry will be demonstrated and dis- 
cussed at the Office Week Forums dur- 
ing the show in Grand Central Palace. 
Working with the show’s 


- 


Jules M. Graubard Leta J. Stroben 
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theme of 


“Manpower, Machines and Methods, 
seven of the nation’s leading manage 
ment associations will collaborate an 
sponsor forums with nationally knowm# 


Dr. Robert A. Love 


Stephan V. Troll 


61 








speakers from industry and education 
diseussing various aspects of education 
and inereased efficiency in the office 
through better methods and manpower 
utilization. Each forum session will 
provide for not only a review of the 
material presented but also an open 
discussion from the floor by the aud- 
ience. 

There is no admission charge to the 
Nationa! Business Show although tickets 

e taken at the door. Admission tick- 

are available on request from any 
exhibitor. 

‘An outstanding feature will be the 
Smhibit of the Combined Armed Serv- 
ié@s which will be an active display of 
new and standard office equipment and 

hines and show how they are inte- 
gmated with the requirements of spe- 
eific branches of the various services. 
machines and equipment will be 
ned and supervised by trained per- 

nel (civilian and service) and will 
oduce many interesting adaptations 

of standard manufacturers’ items slant- 
to requirements of branches of the 
med Services. Among other features 
ofthe services exhibit will be the show- 


ing of methods of classification of 
Armed Service personnel: how they 
place the right man in the right job, 
based on his talents and qualifications, 
and other interesting procedures and 
practices of office work. 

“Operation Palette,’’ the Navy’s 
widely-acclaimed exhibit of wartime art 
will form a major part of the Armed 
Forees exhibit. This will consist of 
more than 100 selected original paint- 
ings and drawings by Navy combat 
artists, many of them depicting actual 
battle scenes sketched on the spot under 
fire. Considered by many critics to be 
outstanding samples of wartime art, the 
pictures have been displayed at the 
National Gallery of Art in Washington 
and other cities here as well as in Eng- 
land, Holland, France, Belgium and 
other countries. 

At intervals, during the course of the 
National Business Show, aerial weather 
maps will be produced from informa- 
tion piped in directly to the floor of the 
show from isolated and far-flung wea- 
ther stations. These on-the-spot weather 
forecasts will be available to visitors 
as souvenirs. 


Committee representing participating branches of the Armed Forces exhibiting at the National 


Business Show. L. to r.: 


sign F. E. Walters, USN; Lt. Comm. Robert E. Steele, USN; Capt. 


Raymond Houseman, USAF; Capt. John J. McCormick, USN; Maj. Horace E. Curtis, USMC; 
Capt. George Faust, USAF. 
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Improved Billing-Shipping Plan 


HENRY BAERMAN 
Office Manager, Rand McNally & Co., Chicago. 


methods were too involved and we 

_ did the last things first and the first 
things last. In ordinary months the old, 
wooden-wheeled push cart got us there 
but the rush season always found us in 
a hopeless mess, answering customer 
complaints rather than clearing delin- 
quent orders. 

This was our old method of servicing 
orders: An order came in and was soon 
on its whirlpool way. First the custom- 
er’s order went to an order editor and 
her six rubber stamps. In addition to 
the stamp impressions, “Indian signs” 
were needed to make the order fool- 
proof and to give more professional 
distinction to the editor’s trade. The im- 
pressions and signs were well-balanced 
now, so we put in some prices. These 


fim: years our billing and shipping 


prices were right for they were double- 
checked from the stacks of price lists 
on the editor’s desk. The order was now 
a work of art and it needed a number. 
That it got, and the whole story was 
recorded for posterity in an order reg- 


ister. The precious paper was ready 
for calculating. After marking all ex- 
tensions and totals, the billing depart- 
ment took over. 

All this time the order was receiving 
a lovely succession of processes. But no 
goods were on their way to the cus- 
tomer. He had to be satisfied his order 
was getting such careful attention. 

The billers were thoroughly trained 
to interpret the rubber stamp impres- 
sions and the hieroglyphies of the order 
editor. They proceeded to charge the 
customer for the nothing he had re- 
ceived. The billing was done on multi- 
ple-part forms: (1) customer’s bill, (2) 
accounting copy, (3) shipping ticket, 
(4) packing list and label, (5) agent’s 
copy. 

After billing, the customer’s original 
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order went to the general files. The 
shipping ticket, packing list and label 
went to the packing department, and in 
a trough file the billing department held 
the customer’s bill and accounting copy. 
The agent’s copy went to the sales de- 
partment. 

Here’s the first bit of real service the 
customer got. The packing department | 
actually picked his order and sent it to 
the shipping room. The order took con- 
siderable time to pick because there was © 
no uniformity of the shipping ticket 
and stock arrangement. Out-of-stock © 
items and changes in quantity were 
noted on the ticket by the shipping 
clerk. Back-tracking to the billing de- 
partment the shipping ticket had to 
come together with the customer’s bill 
and accounting copy held in the trough. | 
After shipping corrections are made, 
the bill was mailed and the accounting 
copy sent to the accounting department. 7 

All this maneuvering was expensive 
in time and money. The goods were late 
in reaching the customer. Our company ' 
paid double in making them late and 
future business was jeopardized. Many 
order systems are even more involved 
than this but we decided to do some- 
thing about ours. The Trundle Indus- 
trial Engineers were called in. 

Their first objective was get the stuff¥ 
to the customer at once. Let’s forget 
the billing and get a shipping order 
into the hands of the packing depart- 
ment. A separate shipping order was 
made for each of six departments, with 
a distinctive color for each. The prod- 
ucts and prices were printed on each 
department shipping order. The most 
active items were placed first on the 
list. Warehouse stock was arranged to 
follow the sequence of the shipping 
order. This allowed for continuous 
picking without back-tracking. These 
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RAND MSNALLY & CO. 
SHIPPING ORDER 
sHip 
To 








Bs SCHED DATE SHIPPED OUR ORDER NUMBER CUSTOMER'S ORDER NUMBER 














O1SCOUNT TERMS SHIPPED VIA COLLECT woe: @ avo 
NET 





TITLE 


RAND McNALLY SOCIAL STUDIES 
Geography Around The Home . $1.26 
Workshop 3 é 33 
Geography Around The World 1.32 
6 
1.71 
39 
1.77 
» 2 
1.63 
45 


ner 
PRICE 


























eee 
8282 
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1.26 
Workbook for above 33 
Living in Different Lands 1.32 
Workbook for above 3 
Living in the Americas ; 171 
Workbook for above x) 
Living Across the Seas, 1945 Ed. 77 
Workbook for above . 42 
United States in the Modern World, 1945 Ed. 1.83 
Workbook for above 45 
GOODE'S SCHOOL ATLAS ? 3.75 
World Survey Workbook for above........ 2.70 
Outhne Maps for above 1.00 
HEALTH AND SAFETY SERIES 
Friendly Living 
Happy Living 
Everyday Living 
Helptul Living . . 
HOW TO WORK WITH NUMBERS, Pad 1 
HOW TO WORK WITH NUMBERS, Pad 2 
REFRESHER BOOK 
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KEY TO TITLES NOT SHIPPED 








° —OuT OF PRINT 8.° —TEMPORARILY OUT. 
—BACK ORDERED 





0.5. —TEMPORARILY Our. 
= Cave 3.0. —SOLD OUT BALANCE OF 
lO. $. §. INDEFINITELY OUT Vaan. 


.¥. .—NOT YET PUBLISHED N. ©. P.—-NOT OUR PUBLICATION 
LatQ our BY ‘tg @CKD. BY] NO. CARTONS MO. BOXES | NO. PKGS. wEienT 


The 4-part, one-time-carbon shipping order form designed for a quick draw-off of information 
from the customer's original order. For rapid stock picking, the arrangement of stock follows 
this sheet. 
































64 THe Orrice—October, 1951 








1. RECORD COPY 


RAND MSNALLY & CO. 


SHIPPING ORDER 


SHIP 
To 


° 





on sHierED 


OUR ORDER NUMBER 


Corr S ORDER NUMBER | 





TERMS 
2% 10—WET 30 DAYS 


SHIPPED VIA 


| COLLECT Pert @ ADO 





TITLE 


TITLE 








MISTY OF CHINCOTEAGUE 








A TREASURY OF DOG STORIES 





OUR COUNTRY’S STORY 














COME PLAY WITH US 





STORY BOOK 





HAPPY BOOK 





BIBLE STORY (OLD T.) 





BIBLE STORY (NEW T.) 
































ILLUSTRATED BIBLE STORY (1 VOL.) 





INDIANS AND COWBOYS 








LITTLE WOMAN WANTED NOISE 





MODERN STORY BOOK 





TONY BRICE PICTURE BOOK 





WHAT HAPPENED TO GEORGE 





$1.00 BOOKS 





ABOUT COPY-KITTEN 





ANGEL CHILD 





‘CARMEN THE COW 
|EDDIE ELEPHANT HAS A PARTY 





ELEGANT ELEPHANT 





|GENTLE GIRAFFE 





PIONEER GIRL 





$9.00 A DOZ. 





Packed and Sold 1 Das. of 0 tithe te « package only) 





CLOTH BOOKS 











Des. SEE THE BEAR 














































































































CHATTERDUCK 

CHEEKY CHIPMUNK 
CHILD'S GARDEN OF VERSES 
CHOO-CHOO 

COCKY 

COPY-KITTEN 

CRYBABY CALF 


HOPPITY 
INDIANS OF THE PLAINS 
4030 
LANCELOT THE LION 
LITTLE HIPPO AND HIS RED BICYCLE 
MONKEY FACE 
MOONEY MOUSE 
MORE ABOUT COPY-KITTEN 
MY BIBLE BOOK 
MY PRAYER BOOK 
NORTHWEST MOUNTED POLICE 
NUMBER 9: LITTLE FIRE ENGINE 
PLUMP PIG, THE 
POKEY BEAR 
PUDGY — THE LITTLE BLACK BEAR 
REAL MOTHER GOOSE: POP. ED. 
SLOPPY JOE 
TIMOTHY TIGER 
WAGGLES 
ADULT BOOKS 


4 HOW TO HELP YOUR CHILD GROW UP 


FOOD AND FUN 
AMONG THE FOLKS IN HISTORY 
HOW TO KEEP FROM GROWING OLD 























— OuT OF PRINT 


— TEMPORARILY OUT 
REORDER IN 30 DAYS § 0 


KEY TO TITLES NOT SHIPPED 


so —~ TEMPORARILY OuT 
— BACK ORDERED 


— SOLO OUT BALANCE 
oF YEAR 


1 —INDEFINITELY OUT 
?. —NOT YET PUBLISHED SO PF. — NOT OUR PUBLICATION 











(Alo OuT er “wees 3 


sical Heisei Misia Wiens 











The same style shipping order form is drawn up for use in another department. 
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INVOICE 


Rand MSNally & Company 


896 S. CLARK STREET CHICAGO 5, ILLINOIS 





DESCRIPTION 














ling is a rapid operation on Burroughs’ machines with this short, 3-part fanfold form. De- 
iptions and details are unnecessary on the bill as a copy of the shipping order is 
stapled to it. 


the parts of the present shipping 
er: (1) record copy, (2) customer’s 
y, (3) packing list and label, (4) 
ent’s copy. 

In this customer service plan the pro- 
cedure is simple. No more order editing 
—transpose the essence of a customer’s 
original order directly on the 4-part 
shipping order form, including ship- 
ping label. After typing the form, 
staple the original order to the record 
copy so the two will never be sepa- 
rated. This plan was not in the original 
Trundle system but was a later develop- 
ment of Arthur Young Co. 

Before going to the packing depart- 
ment, the agent’s copy is removed from 
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the form and that copy sent to the 
sales department. Very little time has 
elapsed and the customer’s order is be- 
ing picked, packed and shipped. When 
the order is complete the shipping room 
stamps an invoice number on the record 
copy. The goods are on their way and 
we can now turn our attention to bill- 
ing. This is done on the Burroughs 
machines. One operator and one ma- 
chine head the bill and calculate in a 
rapid operation. The invoice is 3-part 
fanfold: (1) the customer’s invoice, 
(2) the accounting copy, (3) sales anal- 
ysis copy. To the customer’s invoice we 
staple the accounting copy of the ship- 
ping order to show shipping detail. 
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Annual Systems 
Conference 
In Chicago, 

October 10-12 


AL Mettler 
SPAA President 


America will present its 4th annual 

international systems meeting at the 
Sheraton Hotel, Chicago, Oct. 10-12. 
Nationally recognized authorities will 
discuss the most advanced developments 
in management organization, methods 
and procedures during the three days 
sessions which are themed to “Systems 
— The Administrative Engineering of 
Business.” 

The first speaker on Wednesday 
morning, Oct. 10, Harold C. Stott of 
Albert M. Greenfield & Co., will de- 
seribe the system of management itself. 
V. H. Roman, Standard Oil Co. of 
Calif., will follow with a discussion of 
the management guide and its relation 
to systems and procedures. That after- 
noon, Walter F. Frese of the Federal 
General Accounting Office will tell of 
the government’s organization for sys- 
tems. The final speaker on Wednesday, 
S. D. Flinn, United States Steel Supply 
Co., will show how records can be pro- 
duced by assembly line methods. 

Thursday morning’s session will open 
with a presentation of visual methods 
for effective management by A. Gordon 
Bradt, Continental Illinois National 
Bank & Trust Co. of Chicago. Four 
other concurrent meetings will include 
demonstrations of telegraph transmis- 
sion techniques by G. A. Trapp, West- 
ern Union Telegraph Co.; strip ac- 
counting techniques for large and small 
businesses by John W. Wirth, Jewel 
Tea Co.; administration problems of a 


T= Systems & Procedures Assn. of 
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NAB SP ot hla de EE OE PEL 9 PO 


Harold R. Price 
Conference Chairman 


central systems department by Bruce 
L. Smyth, Federal Reserve Bank of 
Chicago; and an additional speaker and 
subject not definitely booked when this 
was written. There will also be a series 
of short discussions on electronic office 
equipment led by W. H. Clark, Price 
Waterhouse & Co. 

The afternoon session on Thursday, 
Oct. 11, will open with Paul B. Mulli- 
gan’s presentation of standard time 
data for clerical performance standards. 
Richard Donham of Northwestern Uni- 
versity will follow with a talk on the 
preparation of students for the systems 
field. The annual banquet will be held 
Thursday evening. 

Before the adjoinment of the con- 
ference at noon Friday, a morning 
meeting will hear Emmett J. Leahy 
speak on records disposal and J. R. 
Hallock, Ford Motor Co., on centraliza- 
tion vs. decentralization. The speaker 
at the closing luncheon will be John S. 
Coleman, president, Burroughs Adding 
Machine Co., who will give registrants 
some ideas on the future of electronics 
in business. 

General chairman of the conference 
is Harold R. Price, Price, Waterhouse 
& Co., 33 N. LaSalle St., Chicago 2, 
who invites all who are interested in 
improved management and office oper- 
ations to write him for conference 
registration information. This is the 
first time SPAA has held its conference 
in the midwest where it should be more 
accessible to a greater number than 
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SPAA Conference Program 


WEDNESDAY MORNING, OCTOBER 10 
MANAGEMENT—A SYSTEM: Harotp C. Srort, Vice President and Treasurer, 
Albert M. Greenfield & Co. 


THE MANAGEMENT GUIDE AS RELATED TO THE FIELD OF SYSTEMS & 
PROCEDURES: V. H. Roman, Manager, Organization & Methods Div., Standard 
Oil Co. of California. 


WEDNESDAY AFTERNOON, OCTOBER 10 
ORGANIZING FOR SYSTEMS IN THE GOVERNMENT: Watrer F. Frese, 
Chief, Accounting Systems Div., General Accounting Office. 


PRODUCTION OF RECORDS BY ASSEMBLY LINE METHODS: S. D. Finn, 
Controller and Secretary, United States Steel Supply Co. 





THURSDAY MORNING, OCTOBER 11 

VISUAL METHODS FOR EFFECTIVE MANAGEMENT: A. Gorvon Brant, 2nd 
Vice President, Continental Illinois National Bank & Trust Co. of Chicago. 

WIDENING HORIZONS THROUGH TELEGRAPH TRANSMISSION TECH- 
NIQUES: G. A. Trapp, Private Wire Service Div. Manager, Western Union 
Telegraph Co. 

STRIP ACCOUNTING TECHNIQUES FOR SMALL AND LARGE ENTER. 
PRISES: Joun W. Wintn, Chief, Auditing Div., Jewel Tea Co. 


ADMINISTRATIVE PROBLEMS OF A CENTRAL SYSTEMS DEPARTMENT: 
Bruce L. Smyru, Assistant Cashier, Federal Reserve Bank of Chicago. 


THURSDAY AFTERNOON, OCTOBER I1 
STANDARD TIME DATA FOR CLERICAL PERFORMANCE STANDARDS: 
Paut B. Mutuican, President, Paul B. Mulligan & Co. 
PREPARING STUDENTS FOR THE SYSTEMS FIELD: RicHarp Donnam, 


Director, Graduate Commerce Div., Northwestern University. 





FRIDAY MORNING, OCTOBER 12 
_ THROW OUT JUNK: Emmertr J. Leany, President and Executive Director, Na- 
' tional Records Management Council. 


CENTRALIZATION VS. DECENTRALIZATION: J. R. Hatiocx, Organization 
and Methods Supervisor, Lincoln-Mercury Div., Ford Motor Co. 


FUTURE OF ELECTRONICS IN BUSINESS: Joun S. Coteman, President, Bur- 
roughs Adding Machine Co. 








ever before and a record-breaking at- 
tendance is expected. Committee mem- 


licity; Richard J: Garvey, Lumbermens 
Mutual Casualty Co., for registration; 


bers assisting Mr. Price are: Guenther 
Philipp of Paine, Webber, Jackson & 
Curtis, for arrangements; Stewart 
Robinson, Kraft Foods, Ine., for pub- 


68 


L. R. Chase, Johnson & Johnson, for 
financial management, and L. Browne 
Helms Jr., United States Steel Co., for 
speakers. 
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Courtesy F. W. Wakefield Brass Co. 


Concentrations of machines, like this of the Federal Reserve Bank, Cleveland, necessitate 
proper acoustical] planning. 


CHARLES J. NOCAR 
President, Acoustical Materials Association. 
Development Engineer, E. F. Hauserman Co., Cleveland. 


office which gets things done quickly, 

accurately and smoothly, and one 
that doesn’t may be due to complete 
disregard of the noise factor, or the 
ineffective handling of it. 

Noise is recognized today as an office 
administration hurdle and management 
is taking steps to study and control it. 
How important office quieting is be- 
coming is evidenced by the important 
role it will play in the second annual 
Noise Abatement Symposium in Chi- 
eago, Oct. 5, when various aspects of 
industrial and office noise problems will 
be diseussed. The conference will be 


Te difference between an efficient 
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attended by industrialists, scientists, 
doctors and engineers. It is sponsored 
by four leading organizations: Armour 
Research Foundation, Acoustical So- 
ciety of America, National Research 
Council and National Noise Abatement 
Council. Excessive noise, its harmful 
effects and how to correct them, will 
come in for special attention. 

It has been found that noise inter- 
feres with efficiency, slackens and dulls 
mental processes, lessens precision, ex- 
acts a toll on the nerves, induces ab- 
senteeism, contributes to turnover and 
in general can be classed with poor ven- 
tilation and bad lighting. Hallowell 
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Davis, director of research, Central In- 
stitute for the Deaf, St. Louis, points 
out that one of the most important 
Feffects of most noises is its interfer- 
lence with communications. 

“This interference begins before a 
noise is intense enough to be hazardous 
in any way... . Interference with com- 
munications may, in many situations 
that require teamwork, constitute a 
very serious hazard. Even when safety 
is not involved, a partial interference 
with communication obviously. reduces 
the efficiency of many kinds of work. 
Errors from misunderstandings become 
greater or time is taken repeating in- 
structions or dictation, or effort is ex- 
pended in talking louder. The extra 
effort, even if successful in avoiding 
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Courtesy National Gypsum Co. 
An acoustical ceiling contributes to the appearance of this Buffalo, N. Y. office. 


that 
nervous 


errors, is at least an 
may amount to 
strain.” 

Needless noise should be eliminated, 
but there are certain inescapable sounds 
characteristic in the operation of most 
offices, such as the clatter of typewriters 
and the noise of other machines. Such 
sounds, however, can be confined to 
their source by properly installed 
sound conditioning which can reduce 
the overall noise level as much as 40% 
to 60%, with a potential of 8% to 10% 
increase in the efficiency of employees. 

A few years ago, Aetna Life Insur- 
ance Co. found that sound conditioning 
of offices had very definite results. Af- 
ter the improvement had been made 
in several of their large offices, they 


annoyance 
significant 
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found that the efficiency of typists, 
clerical workers, machine operators and 
other employees had increased an aver- 
age of 8.8%. Typist errors decreased 
29% and machine operator errors 
dropped 52%. 

To double check their findings, they 
covered the acoustical material on the 
ceiling with plain wallboard which nul- 
lified the ceiling’s sound absorbing 
qualities. Efficiency immediately de- 
creased and errors increased. 

In tests made at Colgate University 
some years ago, it was shown that an 
expert typist expended 19% more 


calories of bodily energy working in a 
noisy office than in a quiet one. In a 


survey covering 5,400 users of office 
equipment in the east, pertinent ques- 
tions about office noise were asked and 
the answers have a very distinct bear- 
ing on the cost of such noise. Of those 
polled, 60% said their offices had areas 
where either periodic or continuous 
noise interferred with efficiency and 
comfort. Asked if there had been any 
effects after noise reduction measures 
had been taken, they replied as follows: 

Sixty per cent reported improved of- 
fice morale; 49% reported more efficient 
and economical use of the telephone; 
48% reported that the accuracy of 
typing and clerical work had increased; 
44% reported an increase in the vol- 








Courtesy Johns-Manville Corp. 


Offices of the United China & Glass Co. in New Orleans. 
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lost employee time and 5% reported 
her improvement in efficiency. 
* “An _ installation of acoustical ma- 


+s is usually helpful because it re- 


x of work; 8% reported a decrease 


ces the overall noise level in a room,” 
ril M. Harris, Bell Telephone Lab- 
atories, told the National Noise Sym- 
posium at Chicago last year. It helps 
to localize the source of noise to the 
region of its origin and it reduces the 
annoying effects of reverberation.” 
As a general rule, sound condition- 
ing is satisfactory if the ceiling is ecov- 
ered with one of the materials which 
have been developed and tested by 
members of the Acoustical Materials 
Assn., composed of the country’s 14 
largest manufacturers of sound condi- 
tioning materials. While acoustical prod- 
ucts are made of different substances, 
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Courtesy of the makers of Armstrong’s Cushiontone 
: Acoustical ceiling in the San Francisco office of California's Unemployment Dept. 
; 


such as drilled or fissured tile made 
from mineral or vegetable fibres or 
granules, perforated metal and drilled 
cement-asbestos sheets, no one product 
is best for all jobs. 

For a particular installation, one’s 
choice of an acoustical material should 
primarily, of course, include considera- 
tion of its sound absorptive properties 
—choosing one that will meet the acous- 
tical requirements of the room. It is 
also important to consider other char- 
acteristics of the materials such as 
moisture resistance where high humidity 
conditions exist, light reflection, decora- 
tive possibilities, structural strength and 
maintenance costs. 

Acoustical materials absorb sound 
waves, which travel at the rate of 1120 
ft. per second, and change sound 
energy to heat energy. Sound striking 
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There's nothing like it... 
in performance or in price! 





The incomparable new 


Burroughs Sensimatic 


ACCOUNTING MACHINE ; 


s 


x 
“Nothing like it” covers a lot of territory, we know—but so Hoes 
the new Burroughs Sensimatic. It’s the newest, fastest, most a 
universally useful accounting machine ever built! And its m@dest | 
price will surprise you! 


Every week, users tell us of new ways this sensational machine is 
speeding and simplifying their accounting work . . . how its 
amazing versatility saves time, money and effort as does no other 
business machine they have ever seen. Once you see the Sensi- 
matic in action, you'll understand how it handles such an un- 
limited range of accounting work. You'll understand why it will 
handle your accounting work faster, easier, more economically 
than it’s ever been done before. 


Telephone your local Burroughs office for a demonstration 
Key to the Sensimatic’s un- today, or write Burroughs Adding Machine Company, Detroit 
matched versatility is its 32, Michigan. 
control panel—the “mechan- 


: Son? js 
Fagen dic yon as WHEREVER THERE’S BUSINESS THERE’S 


operations, The bay nae 4 

simply selects with the knob h 

. +» the Sensimatic is readyl u rr O ug s 
Panels are easily and quickly 

interchangeable. 








a hard surface bounces from wall to 
wall many times before its energy dies 
out. Successive waves of sound mingle 
with each other and create a confused 
and annoying noise pattern. The amount 
of sound that will be reflected by cer- 
tain materials follows: plaster, 97.5%; 
eoncrete, 98.5%; glass, 97.2%; carpet, 
80%. A good acoustical material, on 
the other hand, will absorb 70% of 

ymund and reflect only 30%. 

Most acoustical materials come in 
juare tiles of different sizes and are 
ither of the perforated type which has 
feep holes drilled in the surface, or of 
e fissured type which gives the im- 
bression of texture because of small 
racks running throughout the acousti- 
al tile. A third type of acoustical ma- 
rial is of the metal pan type which 
msists of a pan that provides the 


Offices of the Nickel Plate Road (New York, 


structural strength and an acoustical 
pad which absorbs the sound. 

You need not understand all the 
physies of sound to select the proper 
acoustical material for sound absorbing 
properties. All you need to know is that 
sound is vibration, carried through the 
air. High-pitched sound vibrates rapid- 
ly and low-pitched sound vibrates less 
rapidly. If your noise problem is con- 
cerned chiefly with high-pitched sound, 
the material should have high absorp- 
tion at the higher frequencies. For low- 
pitched sound, the material should ab- 
sorb the lower frequencies. 

The exact amount of acoustical treat- 
ment is best determined by calculating 
the noise reduction desired and the area 
available for treatment. As the job of 
reducing noise is a technical one, it 


should be left to experts in the field. 


Courtesy Celotex Corp. 
Chicago & St. Louis Railroad Co.) in the 


Swift Building, Cleveland. 
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a . BY Se * 
WHAT IS A Spirit ncn 


It's a machine that copies anything that is typed, drawn, 
written or printed... and it does it faster, cleaner and 
better than any other method. 


The OLD TOWN Spirit Duplicator, finest on the market, 
reproduces up to 600 copies in a matter of seconds. No 


intermediate steps . . . simply clip master sheet to machine, 
press button and Presto! you get copies. No ink, no stencils, 
no gelatine, no type, no mats, It's magic . . . and it costs 
little more than a typewriter. 


O10 Town Since: Duplicator 


AS ESSENTIAL TO YOUR BUSINESS 
AS A TYPEWRITER 








O10 Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 


OLD TOWN CORPORATION 
BROOKLYN 17, NEW YORK 


I'm interested in hearing more about your S pint aopricatr. 


NAME 








ADDRESS. 
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BROOKLYN 1, N. Y. 


Sia? 


FOR EVERY RECORD — A WAY TO KEEP IT 
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AMA Office Conference 
In New York, Oct. 18-19 


ETTING out the work in the of- 

fice under today’s conditions will 

theme this year’s office management 
conference of the American Manage- 
ment Association at Hotel New Yorker, 
New York, Oct. 18 and 19. With office 
workloads increasing, the pressure of 
volume output is magnifying the office 
executive’s problems and_ responsibil- 
ities. An additional feature at this 
conference will be an office customs 
clinie to poll office managers on what 
are the most successful office policies 
on days off, work hours, lunch and 
relaxation periods, frequency and meth- 
ods of paying wages, handling appeals 
for contributions, terminal leave pay, 
use of dictating equipment in typing 
pools, sick leaves, smoking, ete. 

Thursday morning’s session will in- 
elude four addresses highlighting key 
points in office staffing, training and 
streamlining work methods and moti- 
vating for improved production. That 
afternoon there will be four coneur- 
rent “notebook” sessions. The four sub- 
jects introduced in the morning session 
will be diseussed and clarified in close- 
up treatment in four panel sessions. 
Ample opportunities will be given the 
audiences to participate in graphic 
and exhaustive presentation of tech- 
niques, led by panels of experts in 
each group. The panel members will 
represent companies willing to say, 
“This is how we do it.” Practical take- 
home ideas and material will be given. 
In these sessions, registrants can 

cheek on their own practices in employ- 
ment interviewing, transfers and pro- 
motions of personnel, rank and _ file 
training principles and _ procedures, 
supervisory training methods and _tech- 
niques, work measurement and simpli- 
fication, job evaluation procedures, fi- 
nancial and non-financial incentives, 
compensation policies and the building 
and maintenance of office morale. 
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E. H. Conarroe 
AMA Office Management 
Div. Vice President 


The second day’s morning session 
will cover such organization planning 
problems as the building and opera- 
ting of an effective organization; ex- 
panding the organization; planning for 
dynamic administration; use of organi- 
zation charts and manuals and other 
mechanical aspects of planning; dele- 
gation of responsibility and creation of 
staff assistance; company objectives 
and problems faced in gaining accept- 
ance of plans. 

Scientifie quality control is consider- 
ed necessary in offices when production 
is to be improved. A practical dis- 
cussion of successful techniques will 
answer such questions as, What are 
the successful methods? How are they 
applied? What is the place of stand- 
ards in quality control? 

Friday afternoon will hear a case 
presentation of principles and_tech- 
niques for improving all types of of- 
fice performance reviews. The essen- 
tial contents of these reviews will be 
explained and important points in pre- 
paring for upgrading will be brought 
out. The speaker will cite actual 
method improvements which have 
brought outstanding results. 

The conference will close with the 
subject of the use of handicapped 
workers in offices. Statistics will re- 
veal the proportions of handicapped 
workers available for employment with 
case records of their competence im 
work production. Much has been ac- 
complished by those who have given 
reasonable thought and practice to 
utilizing the talents and abilities of 
handicapped persons. What some com- 
panies are actually accomplishing in 

















this program will be outlined. fice management division. 

E. H. Conarroe, who was recently Registration details for both mem- 
named manager of the Policyholders bers and non-members of AMA can be 
Service Bureau of the Group Division, received by writing American Manage- 
Metropolitan Life Insurance Co., New ment Assn., 330 West 42 St., New York 
York, is vice president of AMA’s of- 18. 


AMA Office Conference Program 


THURSDAY MORNING, OCTOBER 18 

Chairman: E. H. Conarror, Manager, Policyholders Service Bureau, Metropolitan 
Life Insurance Co., New York. 

SOLVING STAFFING PROBLEMS FOR GREATER PRODUCTION: H. L. 
Sarcent, Industrial Relations Assistant, Finance & Accounting Dept., 
Oil Co., Cleveland. 

TRAINING FOR INCREASED PRODUCTIVITY: G. L. Lunn, Supervisor, Train- 

Div., Industrial & Public Relations Dept., American Can Co., New York. 

ST MLINING FOR EFFICIENCY: Wituiam R. Drying, Assistant to Division 
Chief, Division of res WY" ree 6 gag Executive Office of the Presi- 
dent, Bureau of the B. Se os 

OFFICE MANAGEME S MOTIVATION: Hucuw A. Wicnert, Ruthrauff & 
Ryan, Inc., Chicago. 


THURSDAY AFTERNOON, OCTOBER i8 

CONCURRENT DISCUSSION SESSIONS: OFFICE STAFFING: Watrer EmM- 
MERLING, Office Manager, Procter & Gamble Co., Cincinnati; Epwarp M. 
ScuHuttz, Associate Ame ve New York University Dept. of Management & 
Industrial Relations; H. A. Zanrow, Personnel Manager, Franklin Baker Div., 
General Foods Corp., Hoboken, N. I. TRAINING: James H. KonHLerMan, Life 
Office Management Assn., New York; Wirittam V. Macuaver, Training Director, 
Johnson & Johnson, New Brunswick, N. J.; THomas H. Mitier, Manager 
Photographie Training Dept., Eastman Kodak Co., Rochester, N. Y. STREAM- 
LINING: H. E. Jackson, Imperial Tobacco Co. of Canada Ltd., Montreal; H. 
M. at ts Office Management Staff Manager, Tire Div., U. S. Rubber Co., New 
York; J. M. Kausacu Jr., Engineering Service Div., E. "1. du Pont de Nemours 
& Co., W ilmington, Del. MOTIVATION: Frevertck Lyncn, Director of Person- 
nel, Central National Bank, Cleveland; D. S. VALentine, Special Assignments 
Staff, Sears Roebuck & Co., Philadelphia. 


FRIDAY MORNING, OCTOBER 19 
Chairman: Aes hg aati Vice President, Office Management, Hardware Mutuals, 
QUALITY CONTROL IN THE OFFICE: Bennet B. Murpock, Senior Administra- 


tion Assistant, Ordinary Policy Dept., Prudential Insurance Co. of America, 
Newark, N. 


J. 
EFFECTIVE ORGANIZATION PLANNING: Joun ape Manager, Ad- 
ministrative Engineering Dept., American Enka Corp., Fake N 


FRIDAY AFTERNOON, OCTOBER 19 
MAKING INTRA-OFFICE CUMMUNICATIONS COUNT: Kermit Rotiann, New 
York Life Insurance Co., New York. 
HIDDEN SOURCES OF MANPOWER: Henry Viscarnt Jr., Executive Director, 
Just One Break Committee, Bellevue Medical Center, New York. 
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TABULATING CARD 
OFFICE EQUIPMENT 


METAL PRODUCTS INC 








REG. U. S. PAT. OFF 





THE proper and efficient operation of your electric accounting 
installation calls for the comprehensive use of a number of items. 
MONARCH METAL PRODUCTS, Inc., manufactures a complete line 
of office equipment — of all steel construction — for the filing, 
moving, sorting and storing of your tabulating cards. 

Fabrication and finish are of the finest; design is pleasing as well 
as practical and utilitarian. 

Offered are tub files, both vertical and horizontal; sorting racks; 
sorting rack trucks; single and double sided portable racks; stationary 
storing racks; transfer storage cabinets; key punch desk files; card tray 
trucks; trays; control panel cabinets end accessories; and other items. 
We will be happy to help you with any of your tabulating problems, 
whether they be of design or space. 


Exclusive representatives in many cities 








HORATIO BOND 
Chief Engineer, National Fire Protection Association, Boston. 


HERE are a lot of people who have 
the notion that in doing fire preven- 
tion work, they are in some way 
doing a favor to the insurance com- 
panies. This notion is a real barrier to 
‘effective application of much that we 
now about fires and how to prevent 
nd control them. I am not an insur- 
nee man and unlike an insurance man 
have no means of compelling anyone 
follow sound practices with regard to 
re safety. The insurance man can 
ise your rate or refuse to give you 
verage if you do not conform to what 
e considers reasonable requirements. I 
merely a staff man for the technical 
ciety primarily concerned with fire 
roblems, and if you accept anything I 
y, it must be because it makes sense 
you. 
' The National Fire Protection Assn. 
a technical society with members in 
e U.S., Canada and many other coun- 
ies around the world. Membership is 
luntary and through membership 
ne is pledged to any course of action. 
rough the association, nearly 13,000 
ple pool their knowledge of fires 
d fire behavior, so that each may 
e away some additional information 
ich will in turn aid them in dealing 
th fires in their professional work. 
e membership of the association is 
ade up of three main groups: indus- 
tries, fire department personnel and in- 
surance men, while the people in the 
association come from all walks of life. 
Through annual and regional meet- 
ings, the National Fire Protection Assn. 
provides a forum for the diseussion of 
fire problems. Through a quarterly 
magazine and over three hundred other 
publications it helps spread accumu- 
lated knowledge on the subject of fire. 
Reports on important fires are collected 
by one department of the association 
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which studies, summarizes and publishes 
these fire records in the interest of pre- 
venting the repetition of errors which 
have led to loss of life and property in 
fire. 

The association has been going for 55 
years and there is hardly any other 
voluntary effort to which such a large 
number of people have given of their 
devoted service. Over 1,000 members 
serve on the 85 technical committees of 
the association. These cover subjects 
which cut across the entire range of 
human activity and, from the delibera- 
tions of the experts composing these 
committees, come the fire protection 
standards, codes of good practice, rec- 
ommendations and suggestions which 
are used to bring fire under better con- 
trol. 

The National Fire Protection Assn. 
is a technical society but, membership 
being open to anyone interested, does 
not carry with it any professional 
standing as does the membership of the 
various engineering societies. The as- 
sociation is always glad to send infor- 
mation about membership to anyone in- 
terested who writes to the National Fire 
Protection Assn., 60 Batterymarch St., 
Boston 10. A list of the association’s 
publications is available for the asking. 

One approach to fire prevention deals 
with the causes of fires. Causes which 
appear most frequently in reports avail- 
able on fires in offices are: (1) electric 
wiring, (2) smoking, (3) spontaneous 
ignition of flammable liquids, (4) chim- 
neys, (5) heating equipment. Let us 
see what can be done about each of 
these. 

Electrical fire causes involve electric 
wiring, electric motors and_ related 
equipment. Their prevention involves 
correct wiring practices to which the 
National Electrical Code provides a 
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TIP FROM AMERICA’S TOP SECRETARIES 








MICROMETRIC CARBON PAPER 
saves TIME, saves STATIONERY 


"That numbered scale saves 
my time and makes my work 
neater" 

. says LOUISE MACLEOD, 
Secretary to Bruce Barton, 


famous author 
and business leader. 





The "first ladies of business" prefer 
Webster's MultiKopy Micrometric Carbon 
Paper because its numbered scale eliminates, 
guesswork...shows just how many lines of 
typing space remain on a page. The edge 
scale is handy for smudge—free removal of 
carbons, too. 


Office managers prefer Micrometric because 
it means better typing production, less 
spoilage of stationery. 


Webster's MultiKopy Micrometric costs no 
more than other quality carbon papers, 
while its exclusive numbered scale helps 
secretaries and typists to produce more 
with less waste. It's available in a wide 
variety of weights and finishes. 


Next time you need long lasting carbon 
papers, typewriter ribbons or duplicating 
supplies, order Webster's. Consult your 
nearest dealer or write to — 


F. S$. WEBSTER COMPANY 


§ Amherst Street, Cambridge 42, Mass. 
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FIRE 


DOESNT 


Copies of this 8!/," x I!" poster for office 
restrooms are $2.50 a hundred (sample free) 
from National Fire Protection Assn. 


Peuide. The National Electrical Code is 
Sprepared by the N.F.P.A. Electrical 
sSection. If you are in doubt about any 
fitem of an electrical installation you 
Sean get helpful advice from your mu- 
Micipal electrical inspector who is the 
Sofficial who usually enforces the code. 
Mnsist on electrical equipment which has 
been examined by Underwriters’ Lab- 
@ratories, Inc., and see that equipment 
s kept clean, not overloaded and prop- 
erly maintained. 

The prevention of fires from smoking 
is more than anything else a matter of 
providing enough ash trays. The pro- 
hibition of smoking usually defeats iis 
own purpose because it encourages 
smoking in out of the way corners, the 
very places where smoking may be 
most likely to result in a fire. 

Fires due to spontaneous ignition are 
commoner than you would think. Where 
duplicating is done, certain liquids on 
rags can ignite spontaneously. Dupli- 
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‘ating operations, particularly those 
which are not very extensive, encourage 
indifference to what may appear to be 
a hazard on a minor scale. Approved 
types of cans for wiping rags and a 
good cleaning and housekeeping routine 
“an increase safety from fire destrue- 
tion. 

Chimneys are a fire hazard, particu- 
larly in old buildings. Chimneys which 
are not properly built should be taken 
out of service. In many old wood 
buildings, the wood timbers are too 
close to the brickwork of the chimney 
and old chimneys are often unlined and 
become more dangerous with age. 

Heating equipment, improperly in- 
stalled and operated, causes many fires 
in buildings. Cheek every stove and 
heater. Smoke pipes and vent pipes 
should have adequate clearance from 
woodwork and other combustible mate- 
rials, and oil and gas fuel burners 
should have the proper automatic con- 
trols and safeguards. 

The fire causes to which a few words 
have been devoted here are merely illus- 
trative of the opportunities which fires 
have to get started. The catalog of pos- 
sible fire causes is much longer of 
course. If one were to deal with all 
possible causes, one would have to be 
possessed of more imagination than 
most of us have. Because individuals 
are not infallibie, we cannot look at the 
prevention of fires as the ultimate aim 
in itself. As all causes cannot always 
be kept under control it is necessary 
to look further for successful avoidance 
of fire destruction. So the prevention 
of fire requires attention to things other 
than the flame or spark which sets off 
the fire. 

Some of these other measures deal 
with the methods used for handling and 
storing the raw material or finished 
product, or they may be concerned with 
the process, particularly where flam- 
mable liquids or explosive substances 
are involved. These are known as “oc- 
cupancy” factors. Incidentally, it is 
concern with oeeupaney which distin- 
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How much money 
out of a 
calculator? 


Even if the money doesn’t fall out /ike 
from a piggy-bank, a Facit calculator soon 
pays for itself and then yields pure 
profit. Facit costs less than any other 
machine in its class, but still does the 
normal calculating work of 5 to 10 men! 
Its simplified 10-key system for all 
types of calculating can be learned by 
anyone in 15 minutes. Count on 
profits— count on Facit, the world’s 
most exported calculator. 








9 ce weatatne, 


WES th RES NER CCAR late gs ig 0 








See FACIT—Booth 27 at 
Institute of Internal Auditors, 
also at The National 
Business Show 





WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF 
AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


u. s. sussipiary: FAC | T, INC. 


500 FIFTH AVENUE, NEW YORK 18, N. Y. 
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guishes the fire protection engineer 
from other engineers. He knows that 
the kind of fire which may be expected 
is determined by the occupancy: what 
there is to burn in the building as dis- 
tinct from the building itself. 

In offices, much can be done, for ex- 
ample, by using noncombustible sheet 
materials, instead of plywood and the 
like. All measures which reduce com- 
bustibles are helpful in fire prevention. 
In a good many buildings, the fire haz- 
ard is unnecessarily increased by com- 
bustible wall finishes and acoustical 
materials. 

Fire protection engineers look for 
concealed spaces in buildings. Many 
old buildings have hollow spaces behind 
false walls and decorative features. 
Fires can spread in these relatively 
inaccessible spaces and many a build- 
ang has been reduced to ashes by fire 
preading in such spaces. An attic is 

ften such a concealed space. Attics 
hould be cleaned out and cut off from 
he rest of the building. An attic which 
extends over a large building should be 





ut up into several fire areas by fire 
alls or fire-resistive partitions, so that 
he entire building may not be involved 


if tire should get into the attic. 

Many fires start in basements. The 
basement should be separated from the 
upper floors by cut-offs. In old build- 
ings, the covering of basement ceilings 
with cement or gypsum plaster on metal 
lath or similar construction is a prac- 
tical safeguard. Heating plants may 
often be cut off from the rest of the 
building so as to slow up fire spread 
from the heating plant. 

The commonest structural defects in 
buildings is probably the failure to ar- 
range the stairways so that they cannot 
function to spread fires from floor to 
floor. You will remember that the loss 
of life in the Winecoff Hotel fire in 
Atlanta was due to a fire which spread 
up a stairway. The fact that the build- 
ing was of fire-resistive construction did 
not avail to prevent the loss of life in 
the face of the major defect which was 
failure to have the stairway enclosed 
in a fire resistive partition. 

Fire can spread from floor to floor 
and from one part of the building to 
another in many other ways. Dumb- 
waiter and elevator shafts require the 
same attention as stairways, with en- 
closures and fire doors at openings on 





investigations of how these values may > ected. 
Protection Association, 60 Batterymarch St 


PRELIMINARY FIRE SURVEY BLANK FOR EXECUTIVES 


This blank is for executives’ use only—not for purposes of a report to anyone. Consstenstontty (int out, it a show the 
A 4 iately by further seas 





high points of the fire problem in any property. It re then be prop 
xtra copies of this blank are available on request to the National Fire 
, Boston 10, Massachusetts. Single copies gratis, $1.00 per hundred 
(Printed in U.S.A.-10M-9-49-LP) 


PP of values or 








 coaoauis A pee ee MMR Nencemmbustibie — 
or Not 





Important 
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™ oy a 
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Copies of this preliminary fire survey form for executives are $! a hundred (sample free) 

from National Fire Protection Assn. Thay also have a form for stores. In addition to booklets 

mentioned in the article, they offer Air Conditioning Fires for 35 cents and Fires in ‘Fireprooft" 
Buildings for 50 cents. 
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1 “HERE WERE MY ACCOUNTS 
RECEIVABLE, inventory and other 
records én ashes. | was out of busi- 
ness. A lot wiser—but ruined! 








2 “I'D THOUGHT a fireproof 3 “AND | DIDN'T realize that our 4 “I'D FORGOTTEN that to col- 
building meant real protection. old, heavy-walled safe would act lect fully on our fire insurance, 
I found out that it just contains only as an éncimerator for our I’d have to prepare a proof-of- 
and intensifies a fire that startsin  records—once temperatures got loss statement. How could I— 
an office. above 350°F. with our records up in smoke?” 


IF you’re entrusting your business records to an old, 
ineffective safe or metal cabinet, you’re taking a danger- 
ous gamble. Just think what the loss of your accounts 
receivable ledger, alone, would mean. 


Better Face the Fact: 43 Out of 100 Businesses 
That Lose Their Records By Fire Never Reopen. 


Don’t gamble another day . . . or night. Protect your 
records and the future of your business with a modern 
MOSLER “‘A’’ LABEL RECORD SAFE. The “A” Label is your 
assurance that this safe has passed the independent 
Underwriters’ Laboratories, Inc. severest test for fire, im- 
act and explosion. Look for this label on your safe. Every 
usiness needs this protection. Get it today. 


The Ca _SURESNa GT yg eee ia ate pr a a aatiee farce hoe g 
Mosler Safe ©”? [t:- wose: sate company 
HAMILTON, OHIO Since 1848 Department O-10, Hamilton, Ohio 


Please send me free booklet—giving the latest authentic 
World's largest builders of safes and vaults . . | information on how to protect the vital records on which my 


Mosler built the U.S. Gold Storage Vaults at Ft. | business depends. 
Knox and the famous bank vaults that withstood the | . . POSITION 
Atomic Bomb at Hiroshima | 


Mail coupon NOW for informative, free booklet | 





attr: COT gy 
reer: - 


Mosler “A” Label Record Safe with 
built - in money chest for combined p 
protection against fire and burglary. 


» 


=—— 


— 
~~ 
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Faster Than Before 


Quieter Than Before 
More Efficient Than Before 


=e - ‘ 
to ae 


STANDARD DUPLICATING MACHINES 








| 
| 
| 
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Duplicator 


Quickly copies anything that 
may be typed, written or 
drawn on a master. 


Tas NT pe 


See me, 
i 


— at 
a an na 


a 


> is “S 
~ ~~ — 





We coRP., EVERETT, MASSACHUSETTS 


+ i CLARE 





- WORTH SEEING IN NEW YORK 


DD... Soaldnd 


CARD FINDING SYSTEMS 


SIMPLAFIND — An entirely new, motorized, completely auto- 
matic card file — is unequalled for speed, compactness, com- 
fort. Simplafind uses existing records without recopying or altera- 
; tion. (Simplafind is not a wheel type file.) 





WHEELDEX provides over 30 models for hand or motor operated 
wheel type card files. Only Wheeldex provides comfortable 
direct posting without removal of card from file, plus many other 
exclusive time-tested features. 


WHEELDEX NEW YORK COMPANY 


425 Fourth Ave. cor. 29th St. New York 16, N. Y. 
Phone: LExington 2-9250 
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each floor. Modern air conditioning 
systems often are installed without re- 
gard for the fact that the same ducts 
which carry conditioned air can carry 
smoke and fire. Old ventilating systems 
are particularly bad if ducts are of 
wood or have combustible linings and 
often terminate in an attic space. The 
ventilating system can be _ installed 
properly as outlined in an NFPA 
standard on the subject which is avail- 
able. With some ventilating systems, 
you could hardly find a way to better 
design a building for fire destruction. 
Many of the safeguards for ventilating 
systems merely require common sense. 
One theater installation was faulty, for 
example, because the fresh air outlet 
was located too low. A rubbish fire in 
the yard spread smoke throughout the 
building which was sucked into the ven- 
tilating system with the result of a near 
panic among people who thought the 
theatre was on fire. 


So far, I have avoided mention of 
fire-resistive construction, which is com- 
monly referred to as “fireproof,” be- 
cause most of the main defects in build- 
ings are due to arrangement of the 
building and its contents rather than to 
the fact that the walls and floor will 
not burn. Actually a fire - resistive 
building is like a good stove. Fire- 
resistive construction, by itself, does 
not assure fire safety. 


New buildings should be of fire-resis- 
tive construction, but arranged with 
proper enclosed stairways and other 
compartmentation. Walls should not be 
finished with combustible soundproofing 
or decorative finishes and ventilating 
systems should not honeycomb the 
building with avenues through which 
smoke and fire may spread. Some fine 
buildings are finished with a wooden 
roof frame and deck. A _ building is 
hardly fire-resistive and properly mod- 
ern with a lumber yard on the roof. 

Valuable records should be kept in 
fire-resistive vaults and safes when not 
in use. There is a well established tech- 
nique for the protection of records. 
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A rear fire door in this modern office build- 

ing is held open by a stone to allow the re- 

turn of employees who have stepped outside 

for a smoke. This open door is more danger- 
ous than smoking in the office. 


Record cabinets and safes should be 1 


purchased according to the protection 
they must give. Most manufacturers of 
files and safes will furnish equipment 
of specified fire-resistive quality attested 
to by a label of Underwriters’ Labora- 
tories, Inc. These laboratories also label 
vault door assemblies. An NFPA pub- 
lication, Protection of Records is avail- 


ORATOR 


able for $1 and deseribes the techniques © 
calculated to give fire safety for objects ~ 


which are worth special care. The rou- 
tine for use of record containers, safes 
and vaults should also be organized so 
that objects which should be under pro- 
tection are put in their protective con- 
tainers at night and when not in use. 
All fire drills should include a pro- 
cedure for placing records in safety 
and closing of vaults and safe doors. 
It seems almost ridiculous to state 
that you cannot have fires if there is 
nothing to burn, yet, unless this fact 
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GENUINE 
MOLDED FOAM RUBBER 
CUSHIONS of PROPER DENSITY 


The same foam rubber cushions that are 
used on Cramer Chairs. 
Inferior cushions are either too hard to give 
comfort...or too soft, collapsing all the way 
to the chair.....or made of scrap or inferior 
material, or with covers that will not breathe. 
The Proper Density of Cramer Cushions 
means that the sitter does not hit bottom, 




















Open bottom enables 





cushion to GRIP the 
seat! — 


Cramer Cushions are 
now available in 14 
sizes ond five colors... 





wine ...grey... blue... 
green... brown. 















































is thoroughly understood, the impor- 
tance of its converse may be overlooked. 
Conversely, therefore, if the contents of 
a building and the building itself are 
both combustible a total loss is possible 
and under some conditions almost in- 
evitable. That is why principles of fire 
prevention include the reduction of the 
amount of combustible material when- 
ever possible, why they include such 
things as the desirability of open spaces 
and solid brick walls as fire cutoffs. 

A very useful exercise for anyone 
concerned with the safety from fire of 
a piece of property is to estimate how 
far fire can involve the contents and 
structure, assuming there is no fire 
fighting. Unless such an exercise is per- 
formed, it is very difficult to decide 
what is worth doing for fire protection 
in respect to subdivision of the building 
or the increasing of open spaces be- 
tween buildings. 

The principle of subdivision of values 
is one which a prudent executive always 
takes into account. The complete loss 
should be anticipated of all the contents 
of one office, for example, between 
fire walls. In storing material it is ob- 
vious that if the material is all put in 
one pile the total pile may be destroyed 
in one fire. Large piles mean large fire 
losses, whereas smal] piles mean small 
losses. One of the most practical meth- 
ods of fire protection is to simply put 
the value with which you are concerned 
in a number of small piles, no one of 
which is large enough to matter and 
with the piles so arranged that fire is 
not likely to spread from one to the 
other. If you will use space, you will 
find that fire protection becomes much 
simpler than under congested condi- 
tions. 

Fire protection is really a part of the 
fire prevention process in that good 
protection prevents a small fire from 
involving a disastrous loss. Fires may 
be prevented from becoming serious if 
they can be promptly attacked while 
small. That is way fire extinguishers 
are always recommended as the first 
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line of fire defense in a building. It is 
necessary, however, to do more than 
simply provide the fire extinguisbers. 
Employees must be trained in their use 
and they should not only be given fre- 
quent opportunities to practice first aid 
fire fighting with extinguishers and 
hand hose but there should be an or- 
ganization of employees for first aid 
fire fighting purposes. This organiza- 
tion is not necessarily a fire brigade in 
the usual sense. The employees on duty 
during the day are organized in each 
department to do the things needful to 
assure a prompt attack on any small 
fire. Members of the maintenance force 
and watchmen who are on duty at night 
are similarly organized expressly for 
the purpose of dealing with fires. The 
NFPA has a publication explaining the 
problems of such organization, Em- 
ployee Organization for Fire Safety, 


Don’t Put All Your “Eggs” in One Basket 


This National Fire Protection Assn. poster re- 

minds us to break up large concentrations of 

flammables like filed papers. Write for their 
free folder, "Are Your Records Safe?” 

















which can be obtained for 25 cents. 

lt is important that there be prompt 
means for calling the fire department 
which any employee discovering a fire 
knows how to use. In addition, the pro- 
vision of watchmen is important in 
making sure that fires will be promptly 
discovered during the periods when 
buildings are unoccupied. Automatic 
fire detection systems are available and 
are being used successfully in many 
buildings. Watchmen, automatic fire 
detection and private and public alarm 
systems are very effective where there 
is good public fire department protec- 
tion. The local fire department, how- 


ever, must be cooperative and familiar 


with modern fire fighting methods, such 
as the use of fog nozzles, small lines 
to reduce water damage and salvaging 
techniques. An indifferent fire crew can 
do much unnecessary damage, but I am 
pleased to be able to report that there 
are many fire companies, both volun- 
teer and paid, which set high standards 
of craftsmanship in fire fighting and 
who would do their utmost to prevent 
unnecessary fire fighting damage. A 
check up should also be made as to 
the availability of public fire depart- 
ment service, the possible interference 
of periods of heavy traffic, and limi- 
tations of the public water system and 
(Continued on page 176) 





Oct. 10 is Check Your Fire Extinguisher Day 


American business has a greater stake 
in fire safety today than at any time in 
the past, according to Paul W. Eber- 
hardt, president, Fire Protection Insti- 
tute, who announced the designation of 
Wednesday, Oct. 10, as the third annual 
Check Your Fire Extinguisher Day. 
)‘‘Fire safety can no longer be left to 
chance. It must be put in the hands of 
‘competent, trained personnel and these 
men and women must be given adequate 
supplies of Underwriters’-approved five- 
fighting equipment. Check Your Fire Ex- 
Ptinguisher Day is primarily a reminder 
that this equipment, like all good ma- 
chinery, requires attention and care from 
}time to time.’’ Mr. Eberhardt listed the 
following as suggestions for dramatizing 
Check Your Fire Extinguisher Day in the 
average business establishment: 

1. Give a cross-section of employees in 
every department a chance to handle 
various types of extinguishers in accord- 
ance with directions specified on the 
equipment. 

2. Post fire-safety displays featuring 
various types of fire-fighting equipment 
on all bulletin boards. 

3. Refurbish the painted areas on walls 
where extinguishers are hung. 


4. Have office and plant fire brigades 
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demonstrate what should be done in the 
event of fire in various parts of the 
office and plant. 

5. If there currently is no fire brigade, 
use Fire Prevention Week and Check 
Your Fire Extinguisher Day as a spring- 
board to organize a brigade. 

6. Take inventory on all hazards to 
determine if adequate fire protection 
equipment will be available in an emer- 
gency. 

7. Invite local fire department officials 
to participate in demonstrations of vari- 
ous types of equipment. 

8. Encourage employees to check their 
home fire protection equipment. 

9. Arrange displays of various types 
of Underwriters’-approved fire protection 
equipment, with labels indicating clearly 
how each item should be used. 

10. Devote a portion of the company 
publication to an article on the impor- 
tance of fire safety. 

Fire losses during the first five months 
of 1951 show a substantial increase over 
losses for the same period a year ago, 
Mr. Eberhardt said. This trend can be 
checked and reversed if American in- 
dustry will apply the same perseverance 
and know-how that have made our busi- 
ness efficiency the envy of the entire 
world. 
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Letryeat... bird dbl Me Coe” | 


Hew does he do it? How can he pack 


twelve hours work into an 8-hour day? 


The answer is simple. He has learned the 
secret of all successful executives. He has 
learned how to organize time—for in busi- 
ness today time is the critical factor. 


Note how “time economy” enters into 
his choice of equipment. His desk, for ex- 
ample, has been specially “time-engineered” 
by Shaw-Walker to cut time-wasting details 
to a minimum, to leave his desk and his 
mind clear for action. 


Only Shaw-Walker 


New, low, comfortable 
height (29”). Puts you on 
top of every job. 


could design this 


Job-engineered drawer 
space—wired 
for telephone connection. 


Concealed, removable 
wastebasket—saves time, 
floor space and litter. 
Center drawer with extra 
compartments—space for 
everything you need at your 
finger tips. 


yeite 10 


Bult Likes ~ 
Skyscraper” 


GHAW-WALKER 
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“executive” desk. It was born of more than © 
fifty years of serving the needs and saving © 
the time of American business. 


And there are Shaw-Walker desks, chairs, 7 
files, cabinets, systems, indexes and sup- 
plies—everything for the office except ma- 
chines—each “time-engineered” for the 
needs of every job and worker. 


If you are setting up a new business or) 
merely wish to modernize worn, out-dated 
offices, make sure you use Shaw-Walker 
equipment throughout. It will help yow 
make the most of every minute, every work 
ing day! 3 





Most comfortable working 
top ever invented, 


} “In,’’ ‘Out,’ and “Hold” 
«TT > letter trays inside— 

- Confidential, quick, no 
4 desk-top clutter. 


Scientific personal file with 
speed guide, dividers—saves 
‘barrels’ of time. 


free The booklet, ‘Time and Office Work,"’ is packed with ideas for stretching office 
time. Organize now for greater sales effort and lower operating cost! 
A wealth of information on “time-engineeréd”’ office systems and 
equipment. 36 pages! Many color illustrations! Just off the press! Write 
today on business letterhead to: Shaw-Walker, Muskegon 36, Michigan. 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 














Standard Thomas Collators 


This is the ‘work horse" in 
thousands of offices. Offered 
in five models and designed 
for average work loads. These 
units will handle any gathering 
problem, no matter what size. 


Elapsed collating time . . . about five seconds per set under average 
onditions. Thomas collating brings into productive reality the speed 
hich modern office duplicating and printing equipment is capable of. 
y breaking the "bottleneck" of collating it stream-lines the work from 
uplicating machine to mail bag. 


Our simplified collating work sheet will be mailed you on request. 
Simply clip and mail us the coupon below. 


THOMAS COLLATORS, 30 Church Street, New York 7, N. Y. 


Send me information, no obligation of course, on 


The new Table-Top Thomas Cellator. 

The new Finger-Tip Thomas Gathering Trays. 
The standard Thomas Floor Models. 

Send me your Collating Work Sheet "O" on 
which | can analyze our paper gathering work. 


Company Your name . 
Street ...... 


ee me ae we et ee we es oe 
Se ee eee ee eeee ee et 
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Speed, Tei inal A, ccuracy i 








Just one girl, in a space smaller than a small desk, can control the 
collating problems of any office. Simply by releasing the foot pedal, 
out comes the pages of your job into hér hands all collated. Smoothness, 
speed and ease are the keynote of Thomas collating, with a constant 


check on the accuracy of the work. 


Table-top Thomas Collator 
Valuable time and space are 
saved with this new portable, 
hand operated collator. Ease 
of operation and a_ visible 
check for accuracy for greater 
production. 


Finger-Tip Gathering Trays 
Easily setup on a desk or table. 
All pages being gathered are 
within easy reach at natural 
arm level. Packaged in sets of 
six they nest compactly for 


storage. 


ve 








Thomas (oft sacs 


THOMAS MECHANICAL COLLATOR 
specialists in pceper gathering 
30 CHURCH STREET, NEW YORK 7, N. Y. 


CORP. 


Digby 9-2270 
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Warehouse Elaborates System 
For Better Stock Control 


OMETIMES a little extra work in 
the office makes for a lot less work 
in the long run—for the office staff 

and for management. Not long ago Lee 
Terminal & Warehouse Corp., Tampa, 
Fla., serapped a stock control procedure 
by means of which the records of ten 
groups of items were combined on one 
form, and increased the number of 
initial clerical operations 10-fold by 
setting up separate records for each 
group or lot number. There are certain 
office operations, among them those of 
the freight terminal and warehousing in- 
dustry, where the easiest or seemingly 
most simple method is not necessarily 
the best. Sometimes a slow start speeds 
up matter later on. 

With Lee Terminal it was a case of 


* 
| RECO 


DOFL'D BALANCE DELIVERED TO 
J ' + 


COMMODITY 
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making one office operation more 
elaborate—so that it could be combined 
with another, to provide a combination 


‘which actually cut office routines and in- 


creased management control of stock 
records and, by the merging of two 
operations into the expanding system, of 
billing and collections. 

Lee Terminal’s president, H. W. Hud- 
son, ordered the new system of pre- 
printed card forms, visible margin com- 
puting charts and Graph-a-Matie sig- 
nals, and ledger card trays when he 
found that although their stock control 
system had been effectively simplified, 
the small fees collected for prepaying 
freight charges hardly compensated for 
all the headaches involved in their then 
separate invoicing procedure. By ex- 
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REMINGTON RAND INC.-17 
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In-out-balance stock control card used by Lee Terminal & Warehouse Corp., Tampa, Fla. 
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CUT MAIL HANDLING COSTS 


with Commercial Controls Equipment 
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mailMaster 


A complete mailroom for your desk. Opens, 
seals and stamps mail. Small, compact, it’s 
scarcely larger than your telephone. 


Mailroom Scales 


Models for every mailroom purpose—from 20 
ounce to 70 pound capacities. Season built 
for lifetime, accurate service. Charts change- 
able to conform with rate changes. 


multiSealer 
and multiOpener 


These are high speed, automatic units de- 
signed to seal or open thousands of envelopes 
an hour. Precision-built for lifetime operation. 


Mailroom Furniture 


Our complete line of auxiliary mailroom equip- 
ment includes all-steel sorting and distrib- 
uting racks, tables, cabinets, classifying racks, 
mailbags, and mailbag holders. 


Special-Purpose Products 


Endorsograph Endorsing and Cancelling 
Machine. Ticketograph Pay and Production 
Control Systems. Mather Coupon Tickets 
and Supplies. Flexowriter Tape Recorder- 
Reproducer. Justowriter Cold Type Compos- 
ing Machine. 


Write for complete information and demonstrations 


COMMERCIAL CONTROLS | 
CORPORATION 
Rochester 2, New York 


Sales and Service. Offices in Principal Cities 





YOU JUST CAN’T STUMP 


FEDERAL 











_ WHEN IT COMES TO © 
wae 
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/ SNAP'N PART 





If you need complicated carbon-interleaved forms 
of any size or combination of sizes to speed up dis- 
tribufion of information, cut down clerical errors, 
reduge your record-keeping costs...call on Federal! 
We design and print forms to solve your every busi- 
ness probiem. 


Federal forms are precision-printed on the fastest, 
most modern machines available. Federal service is ee ie 
prompt. Federal prices are attractive. Ask us to Some Federal Specialties: 


quote on your next job. Multiple carbon forms 3d Ht 
carbon - interleaved state- — 
roll checks . . . forms re 


HEDERAL 


business Producers, me. 9 Goro st. . New yORK 38 * CO 7-8850 


PRINTERS OF BUSINESS FORMS SINCE 1926 
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TYPIST PLEASE NOTE—THIS SCALE CORRESPONDS TO TYPEWRITER (PICA) SCALE SET PAPER @UIDES SO THAT CARD SCALE WILL REGISTER WITH MACHINE SCALE WHEE CARO 


{ JUGHED INTC WHITING POSITION. START INEEX THREE (3) POLES FROM LEFT EOGE OF CARD, USE OTHER POINTS OF SCALE 
FOLD BACK OF REMOVE STUD AFTER TYPING 
eS RIAN 


MB URE PERFECT ALIGNMERT OF EACH Dr¥IBION OF INFORMATION 


FOR OTHER OFVIS'ONS OF VISIBLE TITLE. SET TABULATORS To 
Vet new TYPEWRITER MEBON. 


REMINGTON RAND INC.-17 


Warehouse receipt record shows billing dates, amount and number of invoices. 


panding the stock control records in- 
itially these would also become billing 
information files and the time-consum- 
ing freight charge handling routines 
would be reduced. 

Formerly Lee Terminal kept the stock 
control records on large cards, filed 
vertically and by commodities. The old 
card form could handle up to ten dif- 
ferent lot numbers. Now, by increasing 
the number of initial operations (there 
are separate visible card forms used for 
each lot number) the new Lee procedure 
has made all other control operations 
from that point on faster and less costly. 
It is a combination of visibly-indexed 
cards filed horizontally on pull-out 
panels, vari-colored celluloid signals, 
and a trav and pocket arrangement for 
housing freight bills and other docu- 
ments or memoranda pending prepara- 
tion of invoices. By means of the 
eraphie signalling and visible index 
margin with its 1-to-31 seales, Lee 
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Terminal is able to divide its billing 
operations into five periods each month. 
They use five different colors for the 
signals. The billing clerk simply wheels 
her typewriter to the files, pulls out the 
panels and selects only those records 
which carry the green, purple, tan or 
whatever color signal she knows. repre- 
sents the current billing period. 
Wherever possible the design of the 
new card forms takes into consideration 
steps that will save on clerical work as 
well as speed management’s review of 
the records. As an example, the in-out- 
balance stock control ecard is printed 
with two 1-to-12 seales at the top and 
when bills are completed the ap- 
propriate month is circled. This ecard 
provides two sections for noting dates, 
ticket numbers, ree’d., del’d., balance 
and delivered to. It is used to keep in- 
out-balance records on items (tooth 
paste, for example) stored by a manu- 
facturer or major distributor and from 
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TO THE BIGGEST SHOW OF ALL! 


the 1951 National Business Show 


J 
come on in and $@@ the Combined Armed Forces exhibit showing how your Army, 
Navy, Marine and Air Corps process, control, qualify and carry on their business of handling 
millions of assignments and millions of men in the Armed Forces with the newest and finest 


equipment in the industry. 
S@@ “Operation Palette”— a grand showing of outstanding on-the-spot original paintings 
by United States Navy Combat Artists—one of the many features of the gigantic Armed 


Forces exhibit. 


$@@ how weather maps are made on a minute's notice from far-flung isolated, weather 


stations . . . get your souvenir copy at the Show! 


$@@ and hear national industrial leaders at the Forum sessions with advance news on 


methods, practices and procedures. 


$@€ more than 200 new and improved products on exhibition by more than 125 companies 


dedicated to serving the office equipment, machine and supply industries. 
SEE THE BIG SHOW—YOUR SHOW—THE SHOW FOR THE WHOLE INDUSTRY! 


NATIONAL BUSINESS SHOW 


33 WEST 42nd STREET, NEW YORK 18,N.Y. © PENNSYLVANIA 6-6760 
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which part lots may be delivered to 
dealers. At the bottom of the card there 
is, in addition to the 1-to-31 scale, spaces 
for noting the lot number, commodity 
and present owner. 

Another 8” x 5” card is used to keep 
the stock and warehouse receipt infor- 
mation records on any items being ware- 
housed that do not carry weight or serial 
numbers. All information on the ware- 
house receipt is transferred to this card 
which has a ruled off box for noting 
billing dates, amount and invoice num- 
ber. The right half of this ecard is for 
in-out-balanee and other for stock con- 
trol information. 

An 8” x 9 ecard is used for items 
carrying weight or serial numbers (re- 
frigerators, sweepers, rope, ete.). Here 
all items are listed separately on the 
right side of the card and when they are 
disbursed that fact is noted in the blank 


check column by mserting a disburse- 
ment number. | 

Lee Terminal now knows at all times 
just where it stands in the matter of 
money paid out for freight charges on 
behalf of clients. Under their old sys- 
tem they filed the freight charges by 
carrier and then by customer, which 
meant that charges for one customer 
could be under a half-dozen different 
carriers. Now the charges go into a 
Koleet-a-Matic pocket and the signal 
tab is set with the color and its position 
on the 1-t@-31 scale serving as a signal 
to the billiig clerk. 

For accounting control purposes, all 
freight ts use a green signal, and 
a separate edntrol is set up on freight. 


At invoieing time the-amount of freight 
bills taken out for invoicing, to the cus- 
tomers is deducted from th Pisses cht cot” & 
trol and goes over to the” 
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This card opens to 9" deep to record items carrying weight and serial numbers. 


AFTER TYPING. USE WEW TYPEWRITER ateDCR. 
$n a ee 


REMINGTON RAND INC.-17 
PRUTED Um 8. 8. a. 


It also 


carries an invoice record as on the card shown on page 99. 
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STANDARD Q : A ELECTRIC 


Made By the World’s Largest Manufacturer Of Typewriters 
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(Down come office costs with Royal Electric Typewriters) 


Increase letter output .. . 

Turn out more invoices . . . 

Step up stencil production . . . 
Release typing personnel for 

other work! 


These are the cost-cutting things 
that can happen when you use 
Royal Electric Typewriters in your 
office. 

The-Reyal-Electric Typewriter is 
the long-preferred Royal Standard 
with power added. 


Like the Royal Standard Type- 
writer, it is made by the world’s 
largest manufacturer of typewriters. 
Royal makes the finest, most 
rugged, most dependable writing 
machines ever built. They stay on 
the job longer . . . less time out for 
repairs. 

Besides, Royal Electric Type- 
writers virtually banish fatigue and 
tension. Office morale rises almost 
in direct proportion. 


Royal Typewriter Company, Inc., Dept. 412 
2 Park Avenue, New York 16, N.Y. 


Bae eee 


I would like a free copy of the brochure, “Picture of 
Progress,” describing the Royal Electric. 


NAME 





‘’ COMPANY 





ADDRESS 
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ceivable control, together with the 
charge. 

The new procedure is handled on 
equipment that provides for its being 
kept in one place in a Safe-Kardex desk 
unit so that Lee’s management now has 
record protection and security that 
could not conveniently be obtained in 
the old procedure when the records were 


spread out over a number of files and 


M. J. Fletcher, sec- 
retary, and H. W. 
Hudson, president, 
Lee Terminal & 
Warehouse Corp., 
Tampa, Fla., review 
sea control and 
billing records. Al- 
though more cards 
are now used, vis- 
ible signals speed 
executive reviews. 


books or binders. 

So here was a case where simplifica- 
tion had been overdone and where it was 
found more profitable to produce extra 
records at the start to save the time of 
the persons who ultimately had to use 
the records. It illustrates that the de- 
signing of a form is only a small part 
of the planning necessary to install an 
office system. 


Lower Operator 
Fatigue 
@ 

Raise Production 
e 
Increase Accuracy 
oe 
Improve Work Flow 
Layout 


SOUNTROL Noise Reducing Hoods, the result of many years’ research by 
acoustic engineers, protect your workers from tiring noise—increase work 
production and accuracy. Your Keyboard Graphotypes can be relocated for 
better work flow when noise is eliminated and machine’s appearance is 
improved with streamlined SOUNTROL Noise Reducing Hoods which do 
not increase floorspace, retard ventilation nor interfere with machine serv- 
icing. Write for literature today! 


JARDIN ASSOCIATES, INC. 


OPERATION AIDS FOR BUSINESS 
75 MAIDEN LANE NEW YORK 7, N. Y. 
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Your 
Important 
Records 


DOUBLY. 
SAFE! 


COLE'S heavy combination) 
dial lock automatically locks all 
four drawers simultaneously. No 
keys necessary, only YOU know 
the dial combination. A ~—s 
duty Grade "A" Cabinet 
with a progressive ball-bearing 
suspension cradle within a 
cradle. Equipped with safety 
latches and positive side lock 
compressors. 


MAHOGANY, 

GREEN | WALNUT OR 

8 oe | See 
Letter Size Four Drawer $106.90 $121.90 
Legal Size Four Drawer 118.75 133.75 
Letter Size Two Drawer 90.00 
Legal Size..........Two Drawer 95.25 


PRICES SLIGHTLY HIGHER IN ZONES I! AND III 


Toe) A STEEL EQUIPMENT COMPANY 
: 285 Madison Avenue, New York 17, N. Y 








. 





Are Office Workers 


F there were always plenty of money 
to hire as many office employees of 
desired training and capabilities as 

the office manager felt were needed to 
accomplish the aims of the office and 
complete all the work entailed in reach- 
ing that goal, this problem could be 
somewhat simplified. However, pressing 
questions of office economy, not only of 
money but of the talents and abilities 


INTRODUCING 


The New 
VOICE 
MASTER 
DICTATING 
TET: 


“CORRECT-O-MATIC” on the spot 


correction 

Reusable Magnetic Discs—up to 
1000 times 
“IND-X-MATIC” on 
marking 

Truly portable—10 lbs. 
Easy-to-use—Moderate cost 


the disc 


MAGNETIC RECORDING 


Professional 
or Clerical? 


ROBLEY D. STEVENS, LL.B., J.D. 
Management Consultant, Washington, D. C. 


of office personnel, and of time; and the 
additional problem of the relative con- 
sequence or inconsequence of the things 
that are always at hand to do in every 
office, make the task of work assignment 
one of the office manager’s many dimen- 
sions. The practice of a strict separa- 
tion of clerical duties from professional 
ones can go a long way toward making 
the most economical use of whatever 
personnel, time and money that are at 
the office manager’s disposal. 

In many instances professional func- 
tions have become buried under the ac- 
cumulations of clerical details. By dig- 


INDUSTRIES 


20 GROAD STREET «§ NEW YORE. 4. me, Y. 
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and does 25% 


more typing! 


YOUR typists can produce moré—by 
saving costly time wasted in handling 
loose carbons and second sheets. Get 
LETTEREX—a ‘'‘set’’ is one carbon fightly 
gummed to one second sheet. The typist 
simply takes as many sets as she needs 
copies—types letter, form or memo. § 
Job done—SNAP, she tosses aw@y the 
carbons her hands have never touched! 


Government departments and pr 
companies using LETTEREX have 
25% extra production. EVEN MORE is 
easily possible. And it's clean, e@sy to} 
use; girls love it. Better try LETHEREX! | 


mail This coupor NG 1] 





McGregor & Werner, Inc., 

1640 Connecticut Ave., 
Washington 9, D. C. 

{( ) Send free samples and prices. 
( ) Have distributor call. 


( ) Send details on distributor franchise. 
a Name sben ; : 
: PR ike cidccetissctes 


Trade Mark Reg. 


| MANIFOLD CARBON PAPER SETS 


} 


Address.......... 


Business..,.... 





Quickly makes low-cost, 
errorproof copies — 
of even your large sized 
reports, records and 
accounting forms 


Here’s a new, low-cost machine that 
quickly copies reports, records and ac- 
counting forms up to 46” wide and 
gets them out on time. 

The Bruning Copyflex “20” makes 
direct, positive (not negative) copies 
that are errorproof replicas of your 
originals. It copies practically anything 
typed, written or drawn on ordinary 
translucent paper. Anything from small 
office forms to really large sized balance 
sheets, charts, production schedules, : XS I 
statistical reports, etc. These can be run _, No special training is needed to operate the 
off rapidly without lifting a pen or 20", and no installation is required—just con- 
typing a word, at an approximate cost ect it to a 115 volt A.C. power circuit. It’s clean, 
of only 2c per sq. ft. it’s quiet, it’s free of fumes or fuss. 

Why wait for copies? Make them when you 

No stencils, negatives, or masters want them, as you want them. Having copies 
are used! You just feed in your original made ‘outside’, or typed (with consequent proof- 
and the sensitized paper ...the machine reading) is costly and unnecessary. Speed your 
delivers a ready-to-use copy that’s an paperwork the modern, efficient, Copyflex way. 
exact replica. You get the letterhead or This coupon is your cue. Have your secretary 
form as well as the text. mail it to us today. 


Specialists in copying since 1897 _ 
CHARLES BRUNING COMPANY, INC. 


Dept. U-101 100 Reade Street New York 13, N. Y. 


( ) Please send me your free booklet A-1078. 
( ) 1 would like to see a Bruning BW machine demonstrated. 





Here's our compact, secre- 
tarial model—the Cop ex 
"12". In seconds, it delivers 
clean, sharp, ready-to-use 
copies up to I1'/."" wide. 
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ging away the aceretion of clerical de- 
tails one can find the true professional 
function if it really exists in the office. 

Most large offices today have clerical 
and professional duties properly sepa- 
rated. The responsibilities and flow of 
office work in a large organization are 
so arranged that only professional work 
is done by the professional office staff 
and only clerical work is handled by 
the clerical staff. 

Executives of smaller offices, who are 
in a position to establish the policies 
and hire personnel, may be paying pro- 
fessional salaries for clerical work. In 
some instances, there is no ready solu- 
tion based upon my research and contact 
with numerous offices. The answer, if 
it ean be worked out, might result in 
a strict separation of professional duties 
from clerical ones—careful scrutiny of 
every act, no matter how small or in- 
significant in the professional office per- 
son’s working day. If each act is to be 
weighed and judged as professional or 
clerical, it requires clear workable defi- 


nitions of professional and _ clerical 
duties. A survey or cataloging process 
of the office should take place. Size 
makes no difference. Sinee it might all 
be done by the office manager himself, 
little extra time or money is required 
to“develop job requirements. 

At the end of this survey the office 
manager will discover for himself two 
sets of actions. The professional is 
going to take up professional baskets 
and, being trained, knows what to do 
with them. Likewise, the clerical bas- 
kets are handed to the clerk but, unlike 
the professional, the clerk is not trained 
and therefore presents the second prob- 
lem. Whenever an office worker is 
obliged to delegate work to another the 7 
problem of how to do it so the best 7 
results are obtained in the most eco- 
nomical manner possible must be met. 7 
Once this set of clerical duties is iso- © 
lated, the various duties must be studied © 
not only in relation to the office routines | 
involved, but also in relation to the ¥ 
person or persons who are expected to 
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INKED 
RIBBONS 


CYCLE BILLING, JOURNALS, 
LEDGER & STATEMENTS, etc. 


@ Eliminates Carbon Collation 
@ Eliminates Carbon Jackets 





Methods ‘oe Use DUPLI-TYPER 


1. For CONTINUOUS FORM WORK 


@ Increases Production 


Thousands In Use 
For Many Years 


2. For BOOKKEEPING MACHINES 


@ Makes INKED Non-Smudging copies 
@ COMPLETE VISIBILITY of entries 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 


Reduces Costs 

Adaptable to all Machines 
Makes INKED Copies 
Eliminates Carbon Paper 
Low Cost 
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perform them. 

Does the office manager ever consider 
the clerk’s view of things? He or she 
may be treated as a dumping ground 
for all those unsavory tasks of which 
the professional office worker wants to 
get rid. That is one of the best ways 
to waste not only money, time and ma- 
terials, but office personnel. 

On the other hand, the office clerk 
can be treated as a human being of ordi- 
nary intelligence, common sense and 
feeling, to whom order and regularity 
mean a lot, and with a feeling of belong- 
ing, to whom a better office task is 
worthwhile doing by its very nature— 
not a task that is only a foil for a 
higher-up. A contributing factor to the 
feeling of job or task worthiness is the 
demonstration of that job’s or task’s 
relation to the whole pattern of the 
office. When office employees are taught 
as much as they are individually capable 
and desirous of knowing, they will soon 
reach their own level in the office and 
the office manager will have greater co- 
operation, understanding and _ larger 
productivity. 

A study of one small office by this 
writer revealed that the office manager 
spent on clerical duties at least 30% 
of his time. For example, he checked 
the payroll computations for overtime 
purposes under the Fair Labor Stand- 
ards Act, 1949 amended; checked the 
time cards. The bookkeeper who was 
supposed to be in charge of such office 
tasks merely posted the amounts re- 
ceived by the plant’s timekeeper. The 
office manager in this case should have 
been devoting most of his time to office 
administration or checking, at least, the 
preparation of financial and corporate 
reports or the compilation of federal 
and state tax returns, along with han- 
dling correspondence that needed atten- 
tion. 

Bookkeeping work can become very 
involved and demand a lot of time. But 
that office task is not for the office man- 
ager. When this office manager took 
over all the professional duties of the 
clerical staff, this particular office then 
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CRETARIES? 
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at the demand for really good 
secretaries far exceeds the supply? 


True indeed! So, treat yours considerately. Make her life... and, 
incidentally, your own... easier, more pleasant, more productive | 
by dictating to TYCOON. With this tireless, ever-ready equip- 
ment, you dictate when you’re ready; your secretary transcribes 
to suit her schedule. Both of you save time, trouble, irritating 
delays and interruptions. Both get more done with less effort... 
make every working minute count—pay bigger dividends. 





Take TYCOON with you on business trips. It only weighs 
15 Ibs. ... works night or day in car, train, plane or hotel room. 
Mail coupon today. Learn how you... and your secretary... can 
take it easy ... make it easy with TYCOON, 
Write Dept. 0-10, SoundScriber 
Corporation, New Haven, Conn. 


JOUNDS/CRIBER 


Trade Mork 
First All Electronic Dictating System * First Disc Dictating Equipment 














230 Sales and Service Centers Coast to Coast 








ced : THE COS! 7 
OF STEEL 


For Permanent 


Record Storage 


Convoy CHEM-BOARD STOR- 
AGE FILES are permanent 
Files, not a substitute. Chem- 
Board is the product of Con- 
voy’s exclusive process for 
making raw corrugated fibre 
board flint hard and rock 
strong. See the File features 
below. The Files cost and 
weigh about half as much 
as steel files; cost less than 
some corrugated files. See- 
ing is believing. Write for 
name of nearest dealer... 
CONVOY, INC., P. O. Station 
B, Box 216-H, Canton 6, 
Ohio. 


14 Standard Sizes 


over 540 pounds 
and operates easily! 


FEATURES .. . Stack to ceiling © Positive 
drawer stops ® Easier operation on wax-like 
surface ®¢ 


@ Moisture doesn’t weaken them @ Can't rust. 


CONVOY n-Coard/ 
STORAGE FILES 








Mate together vertically © Tie | 
side-to-side and back-to-back ® Repel vermin | 


had only the expense of one professional 
salary instead of two. The office mana- 
ger then took up his professional duties 
for the purpose of handling personally 
orders, contracts, ete., from business 
firms and government agencies. This 
made his job of separating professional 
from clerical work somewhat simplified. 
All management duties except subject 
analysis, administration and _ specific 
problems could in most cases be handled 
by the office manager. 

For the office manager who is short 
on time, money and trained office per- 
sonnel, and long on work, part of the 
answer can be found in making a com- 
plete separation of professional from 
clerical duties and in providing complete 
instruction with examples for work pre- 
viously done by both professional and 
clerical workers. 

Good office clerks are good because of 
their capacity for doing a great deal of 
routine work accurately and quickly 
under the supervision of the office mana- 








“Will you please listen to this, Sir. 
and tell me what you said?” 
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COMPLETELY | 
PXUp vey V-Wale 
PRE-MEASURED 
INKING 





“és 


, | It’s exclusive with the revolutionary Rex-Rotary D270. 7 


ink cortridge is inserted, a dial set for the degree of ihn: and 

the machine needs no further attention... all copies come out per- 

fectly and uniformly printed ...no more under- or over-inked copies 
') «..fe-inking not necessary...a bell announces when it’s time to 
| insert a new cartridge. 

...Wwith printing press precision, on large sheets or small cards, the 

beautiful steel grey Rex-Rotary D270 does a fast job in any color 

.. better, cleaner and with more economy and flexibility than any 
other machine. 


sve ma-coor STENCIL DUPLICATOR 


REX- ROTARY picts, Corp. - 19 W. 31, New York » WI 7-4927 








Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, N.Y. 

Let me have more information about the new Rex-Rotary D270 duplicator and = ge FILL OUT 

the name of my nearest distributor. Es COUPON For 
Nome 











Check These Outstanding Points 
of the 


NEW AJAX SERVICE DATER 


© Quiet 

© Clear, legible impressions 

@ Large die plate area 2" x 21/4" 
@ Interchangeable die plates 

© No fitting required 

@ Engraved brass wheels 

e Compact 

@ Visible dates 

© Quick external date change 

© Automatic ribbon feed 


The new Ajax Streamlined Service Dater is 
available with or without |l-way Automatic 
Ribbon Feed. Model DF provides for ap- 
proximately 1,250 impressions before ribbon 
needs rewinding. Movement of ribbon in- 
sures constantly clear impressions. 


This machine can be used in any business 
office where rubber stamps are used, EXCEL- 
LENT RESULTS CAN BE OBTAINED WHEN 
IMPRESSIONS NEED TO BE MADE 
THROUGH CARBONIZED FORMS. Word 
Rolls (with 6 sides) or individual word slides 
can be provided, thus allowing a single 
machine to be used for many purposes. 


SEND FOR NEW CATALOG! 


AJAX TIME STAMP CO., Ine. 


MANUFACTURERS 


BROADWAY 


368 
NEW YORK 13, N. Y. 











ger or supervisors. The secret of pro- 
viding clerical help with routines that 
permit a larger volume of office work 
lies in the office manager’s organization 
and administration as a_ professional 
worker. Management consultants say 
that it is somewhat akin to a production 
line in a factory. There is no suggestion 
of likening the highly specialized judg- 
ment of the professional office manager 
to a production line. Through his judg- 
ment we seek to rescue the office from 
being buried under masses of detail. 
With the proper supervision, the rapid 
turnover of office clerical help will not 
be nearly so upsetting to the work rou- 
tines as when the office manager has to 
spend so much time teaching clerical 
help to do a specific job. With the 
present labor market and demand for 
personnel today (particularly when so 
many thousands of office employees are 
leaving private offices to enter Govern- 
ment service for reasons unknown) the 
office manager will be in a better posi- 
tion to pay a higher salary (subject of 
course to WSB regulations and approv- 
al) for more competent clerical workers, 
instead of having lower salaried clerical 
workers in more number to lower the 
quality or quantity of office work pro- 
duced. 

The office manager is going to have 
to face this problem sooner or later as 
the emergency program gathers speed 
and labor pirating commences. He will 
discover that properly compensated 
clerical workers can carry the workload 
in the office. But all of this requires 
that principles of good office policies 
must be spelled out in terms of specific 
procedures with examples so that office 
clerks hired yesterday, today, or tomor- 
row can pick up the work where his or 
her predecessor left off. With minor 
variations in speed and accuracy, office 
work will continue. However, its con- 
tinuity and consistency should depend 
not on the personnel, as is so often the 
case, but on the procedures and admin- 
istration of a competent office executive. 

If office managers (particularly in 
small offices) are to be managers and 
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N° MATTER what line of business you’re in. . . manu- M AIL 
facturing, distributing, banking, transportation . . . this 

factual brochure gives the answer to your business forms THIS 

problem. It also points the way to greater efficiency and 

lower administrative costs, through up-to-date time and COU PON 

labor-saving methods. Every businessman should read this 


highly informative folder. It’s yours for the asking—send 10 D AY! 
for it today! ‘ 


AMERICAN LITHOFOLD CORP 
IF YOU USE... 500 Bittner Street + St. Louis 15, Missouri 


Invoices 

Purchase Orders ' Gentlemen: Please send me a copy of your FREE folder that reveals 
Shipping Orders how to get better results—in less time and at lower cost--through 
Voucher Checks up-to-date business methods. 

Credit Memoranda 

Teletype Forms 

Tabulating Forms COMPANY NAME 

Sales Orders 

Receiving Reports ADDRESS... 

Bills of Lading 


Ae te CU ns aa ZONE 
Manufacturing Orders (i (tté‘(‘i«~rr ee 


GET THIS INFORMATIVE BROCHURE NOW! SIGNATURE 








Toacy's faster business 
pace makes one fact clear. In 
many companies the regular ex- T" 
terior telephone system is not \ 
enough! It may actually be a bot- 
tleneck! Kellogg SELECT-O-PHONE 
will break that bottleneck! 


Automatic, requiring no operator and inde- 

pendent of your switchboard, SELECT-O-PHONE 

is the modern means of transmitting orders, of 
exchanging ideas with individual executives or 
groups inside your business - instantly, privately, and 
continuously - without interference with your regular 
telephone! 


For complete information, write 


SELECT-O-PHONE Division, 


Dept. 10-J, Kellogg Switchboard 
and Supply Co., 6650 South Cicero - sess ONL 
Ave., Chicago 38, Illinois. 


THE /MS(0€ VOICE OF BUSINESS 
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not just glorified clerks, they must learn 
to delegate with complete directions all 
work in the office that can be done by 
the clerical force and by routine. This 
does not mean that some office managers 
will never do any of it. It does mean 


that they will have to know a great deal 
about all the processes and be expert 
in their performance. Freeing the office 
manager to do more responsible work, 
away from the masses of clerical details, 
is very important. 





Easing Steno-Typist Shortages 


RUSSELL LE FEVRE 


ernment have in common is getting 

enough competent stenographers 
and typists to avoid the situation where 
a $10,000-a-year executive cools his 
heels because somebody else has a 
$2,500-a-year employee tied up. Hiring 
a good stenographer has been tough for 
a long time. The federal government’s 
central personnel agency, the U.S. Civil 
Service Commission, has pointed out to 
government executives, impatient about 
the stenographer shortage, that the 
shortage is not confined to the govern- 
ment service—nor to this country. 

Last year, the commission reported 
the results of a survey made by a pri- 
vate firm: business colleges were receiv- 
ing an average of nine employment 
ealls for each girl graduate. The 
agency also reported the story of a 
foreign visitor who mentioned that, in 
his travels in eight countries over a 
two-year period, he had heard in each 
country about the difficulty of finding 
enough qualified stenographers for gov- 
ernment positions. With stenographers 
still as hard to find as ever, or perhaps 
even harder, the commission is now try- 
ing to bring about a more effective use 
of the stenographers and typists already 
on the job. 

Details of a plan for this purpose 
are contained in a recently published 
pamphlet, How to Conserve Steno- 
graphic and Typing Skills, which is in 
general use in government agencies. 
Although prepared for government use, 
it is practical for supervisors in any of- 
fice employing a considerable number 
of stenographers and typists. The 


A PROBLEM that business and gov- 
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pamphlet presents, in coneise form, 
suggestions on how to: 

1. Simplify methods — use of form 
letters, form paragraphs, window en- 
velopes, and longhand for informal 
notes. 

2. Conserve time—write short letters, 
use dictating machines and duplicating © 
machines. 

3. Use employees to best advantage 
—assign slow work to slow typists and 
use messengers or clerks to handle cer- ~ 
tain part-time duties of stenographers 
and typists. 

4. Dictate effectively—have complete 
information at hand and prevent un- 
necessary interruptions. “ 

5. Cooperate with other offices—ar- 7 
range for pooling stenographie and 7 
typing services and make two-way ar- = 
rangements with other supervisors to 7 
handle extra work during peak loads. 

6. Conserve energy—locate supplies 7 
and equipment within easy reach and ~ 
adjust chairs and typewriter tables for = 
most comfortable and efficient use. 

Probably the most useful features of 
the pamphlet are the check lists for 
supervisors and for those giving dic- 
tation. These cover briefly the points 
discussed in the pamphlet. While most 
of the items are familiar to supervisors, 
the lists provide a handy way of check- 
ing in a few minutes the current prac- 
tices of an office. Copies of How to 
Conserve Stenographic and Typing 
Skills are available from the Superin- 
tendent of Documents, Government 
Printing Office, Washington 25, D. C., 
for 5 cents each. 

(See pages 118 and 119) 





These two Check Lists are reprinted from the new booklet, How to Conserve Steno- 
graphic and Typing Skills, available from the Government Printing Office, Washington 
25, D. C., for 5 cents a copy (see page 17). 

Yes No 


. Have I a definite period for dictating each day? tf) 
2. Am I allowing the stenographer ample time for tran- 
scription before the mail closes? 


. Am I making every effort to prevent unnecessary inter- 
ruptions during the dictation period ¢ 

. Do I have available all the information that I will re- 
quire during the dictation period? 

. Am I concentrating during my dictation so that I do not 
waste my time and that of the stenographer? 


i. Do I indicate clearly whether material dictated is memo- 
randum, letter. report. or other type of communica- 
tion? 

. Do I indicate how many copies I need before the mate- 
rial is typed? 

. Do I indicate which letters are to be rushed? 

. Do I ask for a rough draft when I anticipate changes? 


. Do I make all changes in a rough draft the first time so 
that the letter must be copied only once? 


. Do I spell unusual words and proper names and clearly 
enunciate figures? 


. Do I enunciate clearly and speak directly to the stenogra- 
pher? 

. Am I regulating my dictation speed to the stenographer’s 
writing speed? 

. Am I giving the stenographer an opportunity to ask ques- 
tions on points which are not clear to her? 


. Am I making myself responsible for grammar and sen- 
tence structure? 


- Do I compliment my stenographer when she gets out. a 
nice-looking letter or report ? 


7. Do I take the blame myself for errers that are my fault? 
- Do I indicate minor corrections in such «a way that the 
material dves not need to be retyped? 
9. Do I make corrections in longhand on informal conmuni- 
cations? ; 
20. Do I avoid keeping my stenographer after office hours to 
do work that can be done just as well the next day ? 


= 8 8 8 
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1. Have I checked to see what percentage of time stenogra- 

| phers and typists are devoting to snnagrayeie and 
ty ping work? 

. Do I assign routine duties not calling for skill in stenog- 
raphy or typing to messengers or clerks? 

. Do I assign copy work to typists rather than stenogra- 
phers?! 

. Am I asking for as few carbon copies as possible? 

. Do I have my typists prepare a master or a stencil rather 
than retype many copies? | 

. Have I devised standard paragraphs and form letters 
whenever I could? 

. DoI write office messages in longhand or use the telephone 
rather than dictate memoranda ! 

. Have I reported surplus stenographers and typists or 
those with more skills than my work requires? 

. Do I assign work from other units to my stenographers 
and typists during slack periods? 

. Am I giving extra help and training to stenographers 
and typists whose performance is below the standard 
required on the job?, 

. Does each stenographer and typist have definite instruc- 
tions about what she is to do and how she is to do it? [J 

. Does each stenographer and typist understand why her 
work is important? C] 

. Have I explained to each stenographer and typist what 
her responsibilities are and to whom she is responsible? [] 

. Does each stenographer and typist know where she can go 
for help? 

. Have I set standards of quality no higher than the work 
requires? 

. Have I reached an agreement with my stenographers and 
typists on the standards of quantity and quality de- 
sired ? 

. Do I offer constructive criticism to enable them to over- 
come their faults? 

. Do I help them to iron out difficulties and dissatisfactions 
with their work? 

. Have I checked to see that desks, equipment, and mate- ~ 
rials are placed in the best possible positions? 

0. Do I supply all available equipment to make the work 
easier ¢ ate: 
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For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


ATLAS DELUXE MODEL 


For 300 offset 
plates, x-ray films 
etc. or 500 sten- 
cils the DeLuxe 
is one of the 
many vertical fil- 
ing cabinets 
manufactured by 
Atlas. Construct- 
ed of heavy 
oo steel with 
b - bearing 
casters, locking 
stop-arms, piano 
hinge and sepa- 
rate hanger 
frame. Available 
in three sizes to 
accommodate the 
three widths of 
Atlas hangers. 
May be equipped 
with DSH, SH 
series, PSC series 
or GRIPDEX ser- 
ies hangers. 
DeLuxe Model — 
25"" high, 13" 
wide, 26" deep 
B DeLuxe Modei 
vide high, 15" 
wide, 26" dee 
Cc DeLuxe Modei 
—25" high, 24'/."" 
wide, 26" deep. 


ATLAS PORTABLE MODEL 


For 100 offset plates, x- 
ray films etc. or 200 
stencils the Portable is a 
compact unit of all steel 
construction. Equipped 
with spring-lock, piano 
hinge and carrying han- 
die. May be equipped 
with DSH, SHA, PSC or 
GRIPDEX hangers. 
24'/."". high, 13" 
1I"' deep. 


ATLAS HANGERS 


Four series of Atlas han- 
eee fill every vertical 
iling need. DSH Han- 
gers for stencils. 
SH Hangers for 
plates. 

PSC Hangers for x-ray 
films, blueprints, stencils 
in file folders etc. 
GRIPDEX Hangers for 
group and specialty 
ling 


wide, 


offset 


Write aeey for literature on the new Atlas 
Film File and the complete line of 
Atlas Vertical Files. 


ATLAS STENCIL FILES CO. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 


120 





LYNE S. METCALFE 


ANY are the problems which con- 

front the office equipment and sup- 

ply industry in time of war or de- 
fense production, and increasingly in- 
tricate are the special technical prob- 
lems which the industry must solve. All 
this is due primarily to technological 
developments which not only resulted 
from improved products but also a 
wider range. 

With efficient transportation under 
global supply requirements becoming 
ever more vitally important and also 
more intricate, the science of protective 
packaging of all types of office ma- 
chines and supplies takes on added im- 
portance, as clearly evidenced by the 
attention which U. S. Government pro- 
curement leaders have placed on it. In 
fact, specifications for protective pack- 
aging of thousands of office specialties 
are included in the conditions of most 
production contracts and sometimes 
the supplier finds himself or his organ- 
ization facing difficulties in clearly un- 
derstanding and applying the official 
demands. 

Years of practical experience and 
serious study of the basic problems in 
protective packaging of thousands of 
items in the commodity and equipment 
industries and ownership of the most 
comprehensive official documentary 
library on this subject, makes Herschal 
Bearman an outstanding specialist in 
this field, and the importance of a prac- 
tical discussion of the basic ideas and 
principles involved in following official 
protective packaging specs, is therefore 
of timeliness now. Said Mr. Bearman 
to this writer: 

“Any private contractor or manu- 
facturing plant, in the office supply 
field, or producer bidding on or work- 
ing on a government contract involv- 
ing any dollar volume, is riding a hot 
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Today’s Keen-Minded 
Business People Prefer 
the 


LIGHT TOUCH LEAD 


“Busy as I am, I have no time for 
pencils that break. That’s why I al- 
ways use Mongols” _ ...states E. L. 
Smiley, Traffic Mgr., Everett, Wash. 


“Keeping records neat and orderly 
is simple with a pencil as smooth- 
writing as Mongols. That good eraser 
helps, too” ...says Bookkeeper 

Barbara Ham, Davis, Okla. 


What’s their preference after writing 
all day? MONGOL Pencils! For smooth- 
ness...strength...longer wear—specify 
world-famous Mongols! 


Amazing 


LIGHT TOUCH LEAD 


...exclusive with 


»y EBERHARD FABER 


TRADE MARKS REG. U.S. PAT. OFF. 





seat if he fails to employ directly or 
indirectly the services of a man either 
in his own organization or outside who 
is versed in the knowledge and appli- 
vation of specifications concerned with 
preservation, packaging and packing as 
required under government contracts. 

“Preservation, packaging and pack- 
ing as called for under government 
contracts is an engineering project as 
vital to the completion of a contract 
as the engineering and layout of the 
product which is being manufactured. 
Similar engineering training, study and 
application is as necessary to accom- 
plish a good job in this phase of work 
as it is necessary for any engineer- 
ing assignment. It is indeed unfortun- 
ate that in some instances due to the 
failure of top management of private 
industry to recognize this fact, we have 
the result which is the major cause of 
confusion and failure to perform.” 

Mr. Bearman recognizes that many 
office equipment contractors with a con- 
tract to fill merely step out and en- 
deavor to find someone competent to 
handle the packaging job. 

“But,” he pointed out, “the field of 
preservation, packaging and packing is 
in its infancy. It was towards the 
end of the war that we began to. de- 
velop the technique which formed the 
foundation for the present methods and 
processes. This highly specialized 
field, unfortunately, attracted few men 
who were willing to sacrifice the time 
and effort necessary to fortify the 
mind with the study and knowledge 
needed to correlate a multitude of spe- 
cifications applicable to the various 
branches of the Armed Forces. 

“Due to this, management has found 
it difficult to locate qualified personnel. 
Therefore, if industry is to continue the 
handling of millions of dollars worth of 
government contracts, it would seem 
the most logical step would be the in- 
stituting of a plan designed to equip 
some key personnel for the handling 
of this phase of production. 


“Equipping key personnel with a 
knowledge of specifications and their 
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Quality . . . Always 


PURCHASERS, OFFICE MANAGERS: — 


In dealing with us you may be sure, at all times, 
of considerate attention and fairest treatment. 
We are intimately familiar with modern office 
systems and conditions, and have served Amer- 
ican industry for many years. 


Many Lucrative Territories Still Open 


\ 





RNR FRc taller gen 


Standard 


Invoices + Bills of Lading 
W-2 Withholding Tax Forms 


Save money and shop-around time 
by making us your headquarters 
for stock forms, ready for prompt 
delivery. 


Tailor Made 


1-time Carbon Interleaved i 
forms for any and all purposes” 


bi 
Tailor-made to your individual ree 
quirements. : 


q 
3 


¢ 
. 


Continuous Tabulating Forms 


In stock; also tailored to your own 
needs, We keep our promise on 
deliveries. 
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30 Vesey Street, Dept. 68 
New York 7, W. Y. 





Come over 
and say Hello... 





SECTION “L” 
MAIN FLOOR 


x IT’S FAST — 


FEATHER TOUCH 
OPERATION 


Symmetrical keyboard makes 
fingers literally dance — live 
“single-purpose" function keys 
add speed, increase accu- 
racy. You'll be proud to 
show this fine adding 
machine to your 
customers ! 


For multi-color duplicat- 
ting, RONEO can't ve 
matched. Extra value 
features show preci- 
© sion results —. and, 
* RONEO sells for 
© almost HALF the 
© PRICE of compar- 


» able machines! 


Amazingly low-priced, ideal for 
small offices, stores, accountants, 
insurance men, etc. Lightweight, rug- 

gedly built. for all around service. 





MODEL 
500 , CALCULATOR 
Electric 





* PRINTING PRESS PRECISION 
* TOP-END STENCIL RELEASE 
* LEAK-PROOF CYLINDER 

* ECONOMY OPERATION 

* 20-SECOND COLOR CHANGE 
* GREATEST INK ECONOMY 


Telephone: Circle 5-6940 


LAS Ment S7ae STREET .« NEW YORK 19, 
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applications cannot always be accom- 
plished through a directive of top man- 
agement. The individual, or individ- 
uals, must be chosen for having the in- 
terest and aptitude to dig into the the- 
ory and philosophy behind specifica- 
tion requirements. You must find a 
specification man who is fully qualified. 
He has to be born with a desire to 
study and apply specifications starting 
with the sub-basement and working up 
through the slow process over a period 
of years. 

“Tt is true,” continued Mr. Bear- 
man, “that we do not~ have the time 
to put men through such training to 
equip the packaging engineer with the 
knowledge and background required. 
While some progress has been made in 
instruction at the Rossford Arsenal 
School, this operation is scarcely ade- 
quate to meet the situation. Our work 
in this highly specialized field is rela- 
tively new. Much of the work being 
done is like blazing a trail in an at- 
tempt to set the standards and levels 


of approach. But, there has to be a 
starting point sometime. 

“The packaging industry is handling 
billions of dollars of taxpayers’ money 
in the production of critical defense 
materials. All of us, as taxpayers, 
must recognize that we are stockpiling 
materials in this country and all over 
the world to build our defenses. These 
materials may have to stay in storage 
in this country or in the South Pacific, 
the Aleutians or in the Sahara Desert, 
for a month, a year, five years or ten 
years. None of us know when these 
materials will be put into action. It is 
only good common sense that we pre- 
serve and protect through preservation, 
packaging and packing our billions of 
dollars in material against the ravages 
of deterioration through corrosion, rust 
and physical breakdown. 

“Tt is interesting to note what won- 
derful work is performed on our of- 
fice equipment on production lines. 
Because of this it is amazing to see 
how little attention management often 





APscoO 





"Apsco gives you 2" 
times as many points! 


Exhaustive tests by independent laboratories* prove that 

Apsco pencil sharpeners are your best buy. And here's why: 

* Apsco sharpens 2‘ times os many points! 

* Apsco sharpens more points per pencil! 

* Apsco sharpens a perfect point every time! 

* Apsco saves up to 70% of cutter replacement costs! 
Apsco gives you all these plus advantages at no extra cost! 


*United States Testing Co., Test Nos. 89388 and E-756; 
** Pittsburgh Testing Laboratory, File No. 32999.1 
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\ Compare the points!** 

| Unretouched photographs** show 
Apsco's amazing sharpening superi- 
ority. Compare the points and see for 


yourself why it pays to buy Apsco. 


New Dexter No. 3! 

Ruggedly constructed for long life. 

Has double bearing steel frame sup- 

porting cutter head at both ends. 

Centering turret for all sizes of wood 

case pencils, crayons. Mounts in any 

position. 

Buy on performance 

Your pencil sharpener dollars buy 
MORE when you specify Apsco. 
There's an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing Apsco line. 


(7 COSTS LESS... 70 BllY THE BEST! 


AUTOMATIC PENCIL SHARPENER CO. Dept. v 
336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
(Offices also in Rockford, II!., and Toronto, Canada) 


Please send literature and name of nearest Apsco dealer 


Title. 





Company 





Zone 











Get cleaner multilith copies 
with the new PEERLESS IMPERIAL 


Lithe- Master Ribbon 


If you use a multilith press, or any other 
offset duplicator—lose no time in testing 
our new LITHO-MASTER Ribbon. 


Made of high thread-count, fine Egyp- 

tian Sakel, it assures you cleaner, ex- 
ceptionally sharp paper plates. Ideal for 
regular typing, 
so there is no 
need to change 
the ribbon each 
time a plate has 
to be made. 
Customers re- 
port many 
more lines of 
typing than 
they ever got 
before. 


PEERLESS IMPERIAL LITHO- 
MASTER Ribbon will not dry out on 
the shelf for two years or more, under 
normal conditions. Ask your Dealer—or 
write to us for samples and prices. 


PEERLESS IMPERIAL CO., Inc. 


ral Office and Factory 


08 eeikan Place, Newark 5, New Jersey 


N.Y. Office: 7, 321 B'way » Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





(pays to the manufactured item after 


it leaves the production line. Concern 
after concern today assigns the engi- 
neering project of packaging and pack- 
ing to a shipping clerk, along with his 
other duties. In many instances, these 
shipping clerks or foreman do out- 
standing jobs; but, in the majority of 
eases, they have not had the training 
or background to engineer such a pro- 
ject. While the job in the majority 
of cases finally is completed, if the 
packaging and packing were engineer- 
ed previous to the job assignment to the 
shipping department, millions of dol- 
lars could be saved in time and ma- 
terial by industry and taxpayers.” 

Action must start with top manage- 
ment to reflect the spirit of everyone 
all the way down the line. Many con- 
cerns today are at last beginning to 
institute packaging methods depart- 
ments. These are steps in the right 
direction; but only a beginning. The 
big problem is to make these depart- 
ments work. Men who have been given 
the responsibility of heading methods 
and quality control divisions should in- 
stitute day by day studies and refresh- 
er reviews. The general subject of 
preservation, packaging and packing is 
going through constant changes and 
improvements from day to day. Any- 
one affiliated with the field has to apply 
and study new methods day in and 
day out. 


“Many times during the course of our 
work we listen to tirades by contractors 
and their employees criticizing the re- 
quirements of preservation, packaging 
and packing as required under govern- 
ment contracts. This criticism is based 
on one fact; lack of knowledge on the 
part of the contractor. He is criticizing 
beeause he doesn’t know what he is 
supposed to do, and he didn’t under- 
stand his contract when he affixed his 
signature to it. I have often wonder- 
ed how many business men buy a piece 
of property or go into a transaction 
involving sums of money without get- 
ting legal advice. Still, we have con- 
tractor after contractor signing con- 
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Stop LOST TIME with 
PRODUC-TROL’S TODAY ‘LINE 


Don’t repeat yesterday's time-wasting errors. 


Put more hours into the working day by taking 10,000 U.S. plants that are famous for their 
up the slack of wasted production with Produc- on-time deliveries and profitable operations. 
Trol. Maintain the flow of parts and mater- Know where you stand every day on Parts and 
ials . . . keep tool production on schedule... Materials Available for Assembly. 
insure the best use of machine- and man-hours Write today for our eight-page brochure — 
. insure orders completed on time. “How to Improve Your Order Control.” We 
HOW? It’s easier than you think. Peg every W4nt you to have it with our compliments. 
order on Produc-Trol . . . and the TODAY 


r- 
LINE, advancing day by day, will automatic- | Wassell Organization, Inc. 

ally show you which orders are on schedule... | Westport 2, Conn. 

which orders are falling behind and crying for | Without obligation, send me brochure 
attention. It only takes a few seconds a day to | “How to Improve Your Order Control” 


get the facts on hundreds of orders. | pans 
Control ALL your orders with Produc-Trol... | POSITION... 


Purchase Orders, Engineering Orders, Tooling 
Orders, Manufacturing Orders . . . just as in 


FOUR WASSELL EXCLUSIVES 


SEE THEM AT THE NATIONAL BUSINESS SHOW — ON THE MEZZANINE 








PRODUC-TROL INSTALVELOPE pie) fe) 2418 3 SIGNALOK 
for Precision Control for Improved for Time-Saving, for Positive 
in Business Time Payments Space-Saving Filing Record Analysis 
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The. vital and essentially monetary 
nature of the industrial inventory 
cannot be overstressed! It is money 
that represents roughly 20 of a 
corporation's assets. Uncontrolled 
inventories have been responsible 
for more business failures than any 
other single factor. In order to 
properly control inventories it is 
essential to have production, sales 
and budgetary controls as well 
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VUE-FAX vertical visible control 
systems will effectively do this and 
are your guarantee for efficient 
and thorough factual information 


at a moment's notice D 9 : C SC : 
U. S. Rubber Co., Ford Motor Co TOLEr auenlory coulte ¢ Yue GOa. 
Canadian General Electric Co. Ltd 
Eastman Kodak Co., and United 
Aircraft Corp. are but a few out- < Positive 
standing corporations who today + Accurate cost accounting 
are controlling their inventory s itelebletinanciol chotements 
with VUE-FAX Inventory Control : 2 
+ Expedites production 

Systems 


+ Purchasing Economies 
+ Elimination of duplication in ordering 
check against material loss 


WRITE FOR DESCRIPTIVE LITERATURE 


Vue-tax CORPORATION, 90 Goto street. NEW YORK 38 


Distributors in P cipal Cities 
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tracts and bidding and accepting same 
without the least idea of what is re- 
quired to preserve, package and pack 
the material he is producing.” 

“There are many contractors who 
have lost money on contracts due to 
the requirements of packaging and 
packing. They signed contracts and 
obligated themselves to fulfill certain 
obligations without knowing the full 
significance. I can’t understand why 
business men approach government con- 
tracts with the idea that they can do 
what they have in mind, and put up 
an argument against the fulfillment of 
their obligation. The signing of a gov- 
ernment contract is a serious business. 
It is an obligation to 150 million peo- 


Cutaway carton showing proper packing of a 
recording machine. 


“If every business man had the op- 
portunity and time to study merely the 
preservation, packaging and packing 
specifications and requirements he 
would have a deep appreciation of the 
spirit and philosophy behind the mean- 
ing intended. Criticism leveled at so- 
called bureaucrats who write these spe- 
cifications is unfair. The more I have 
the opportunity of working with spe- 
cifications and applying them, the more 
respect and admiration I have for the 
brains which made these specifications. 

“Good sound logic is not the result of 
a dreamer! A good many government 
specifications have been adopted by in- 
dustry and have become a standard 
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GRASER STIK 


wood encased 
eraser for ink, 
pencil or 
typewriting 
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STORAGE BOXES 


e Keep inactive records safe, 
clean, and accessible the 
low-cost LIBERTY way. Over 
90,000 firms are using LIBERTY 
BOXES. 25 stock sizes for 














every popular form. 


FREE BOOKLET! 


1. Tells you how long to keep 
specific records. 


2. Shows the best procedures 
in record storage. 


Please send me a free copy of your 
"Manual of Record Storage Practice.” 


NAME 

FIRM 

STREET 

CITY .. 

MY LOCAL DEALER IS 


BANKERS BOX COMPANY 
Established 1918 
720 S. Dearborn Street, Chicago 5, Ill. 





which has given all of us value received. 
If it hadn’t been for some of our so- 
called bureaucrats who have written 
these specifications, industry never 
would have taken some of the steps 
which they have not only used for per- 
formance on government contracts, but 
if you please, have adopted in their 
commercial field. 

“About four years ago, our organiza- 
tion set out on a program to equip our 
profession with the tools and knowledge 
necessary to function in the field of 
preservation, packaging and packing. 
We decided that it was urgent for us 
to allocate specific funds for the pur- 
pose of building and continuing a spe- 
cification library. This decision was the 
starting of an educational program 
which has continued day by day, is 
continuing today and will. continue in- 
definitely. 

“The correlation of government spe- 
cifications as they are related to one 
another requires the day by day study, 
review and application. Our specifica- 
tion library is as vital to our business 
as the law books are to a lawyer. As 
a result of this decision, our offices 
have become the nucleus for dissemina- 
ting information and interpretations to 
prospective government contractors and 
to contractors performing on a govern- 
ment contract. We recognize the fact 
that the vast majority of contractors 
have not had the opportunity to avail 
themselves of the information on spe- 
cifications which we keep available to 
them; and as a result of this, we feel 
it is our duty and obligation to keep 
abreast of every latest change or de- 
velopment so we can intelligently serve 
them.” 

A phase of the packaging industry 
is devoted to making the materials as 
required under the rigid standards of 
government specifications. These ma- 
terials involve hundreds of different 
types, classes, grades, styles, conditions, 
ete., and to these efforts the present 
suecess in the field of preservation, 
packaging and packing has been made 
possible. 
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“ia” REVOFILE 


THE WORLD’S 
Finest Revoluing File 


BY’ EVERY STANDARD OF COMPARISON 


Uses your present cards 
Speeds flow of work 

Cuts office costs 

Uses less floor space 

Faster “in-out” filing 
Greater operating efficiency 
Wide application 

Use Revo-File anywhere 
Beautifully styled 


Precision built 





Model “C” features a Write today for illus- 
self-contained locking trated folder giving full j & 's 
cover. details on “The Systems = # 

Man's Revolving File.” | % 
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CAN BE OPERATED FROM ANY DESIRED ANGLE 

Revo-File can be operated from any point of the compass — to exactly 
suit the convenience of the operator. Revo-File can be positioned so 
that the cards approach in the natural line of vision at desk height. 


EASIER TO SEE WITH THE VISUAL “Vv” 

Revo-File’s wide open Visual ‘““V" angle makes any desired card quickly 
visible from either a standing or sitting position . . . does away with 
the need for ——e cards to retain filing position . . . saves valu- 
able time on office record checking. 


REVO-FILE SALES, 11 Park Place, New York 7, N. Y. 
In Canada: REVO-FILE LTD., Birks Building, Montreal 2. 
ten E ase eee eeeen eee eases eesseeseseeaneens” 
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Here’s Good News for You! 


In your favorite Carter Ribbon 


Now Carter’s—the company that led the field in 
bringing you Nylon typewriter ribbons—offers you 
more exciting news. Now you can have your choice 
of your favorite Carter Ribbon brand in extra- 
quality cotton or glamorous “Two Thousand” 
letter Nylon. 

Your typists can have Carter’s Nylon in Silver- 
Craft— Midnight— Ideal— Buccaneer— Planet— 
Director—oflfice tested and approved brands .. . 
in standard lengths at moderate prices. 

These new Carter Nylon Ribbons are one more 
striking example of Carter’s leadership—a leader- 
ship backed by 93 years of experience. Carter’s 
Nylon Ribbons can give your correspondence the 
“new look” and actually save you money while 
doing it. See your Stationer or Office Outfitter, now. 


Sale 


NYLOEY 
i Sz a. 


Carter’s Super-Length “Three Thou- 
sand” letter Nylon Ribbon is an 
extra-length, extra-wear, extra-per- 
formance ribbon .. . at just a few 
pennies more than the price of a 
standard-length ribbon. 
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Now famous Carter Tiylen Ribbons 


brand ...at purse-pleasing prices 
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All 7 Carter Nylon Ribbons offer— 


® Carter’s exclusive Silvertip clean- 
end to prevent smudged fingers. 

® Choice of Black Record or Black 
and Red Record Bicolor. 

® Choice of Expert or Medium 
inking. 

*® Spoolings for all popular 
typewriters. 


Carter's Nylon Ribbons— : NY L 2 Nw : 
Your best bet for best results: : i i t } if) | 


<<” . 


1—Extra-sharp impressions 
2—Longer lasting impressions 
3—“Executive look” in every letter 
4—Just right from the start— 

no “breaking in” 


5—Longer wearing qualities ... 
less expense 


THE CARTER’S INK COMPANY 


Cambridge 42 + Boston, Massachusetts 
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VISIBLE CARD SYSTEM 


Art Steel Sales Corp., New York 63, 
N. Y., has introduced the economical 
Steelmaster Viz-ables filing system for 
8” x 5” eards. Steel cabinets are made 
complete with visible file card pockets 
on removable metal slides. Cabinet No. 
F 240 contains 240 pockets in 6 drawer 
or slide section; cabinet F480 has dou- 
ble this capacity. Both the front and 
reverse sides of cards are usable for 


record keeping. The single cabinet meas- 
ures 9” high, 104%” wide and 16” deep 
while the double cabinet (with 12 drawer 
sections for 480 cards) is 9” high, 20” 
wide and 16” deep. Cabinets are avail- 
able in either gray or green finish and 
may also be had with locks. Cabinets 
can be added by the user, as the file is 
expanded, and stacked as desired. Sani- 
tary bases are made for both cabinet 
sizes. Illustrated literature from above 
address. 


TIME-SAVING IDEAS 
Shaw-Walker, Muskegon 36, Mich., 
offer a free 36-page booklet, ‘‘Time and 
Office Work,’’ which 


contains ideas on 


how to save time in office operations by 
improving paperwork systems and _bet- 


134 


tering office equipment layouts. The cor- 
rect choice of office equipment for the job 
to be done is included with information 
on time-engineered office procedures, 


DESK COPYING MACHINE 


Ozalid, Division of General Aniline & 
Film Corp., Dept. OF-1, Johnson City, 
N. Y., makes the desk-model Ozamatic 
copying machine which can make in one 
hour up to 1,000 copies of different origi- 
nals. Copies can be up to 16” wide, any 
length. A letter-size copy costs about 
11% cents, including operating costs and 
machine depreciation. The Ozamatic rep- 
resents a revolutionary step in diazo 
copying and offers paperwork savings in 
every type of business. All the advan- 
tages of large, costly machines are in- 
corporated into a high-capacity model 
that is compact and inexpensive. As 


result, scores of new applications have 
been opened for the Ozalid process in 
accounting, purchasing, order handling 
and all other general businesses and de- 
partments. The Ozamatie will reproduce 
in seconds a photo-exact copy of any 
translucent letter, or record— 
often improving on the legibility of the 


invoice, 
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original. Two or more complicated re-. 
ports can be combined on one sheet of 
paper in minutes. Variable data can be 
added to or deleted from a constant form, 
and a reprint made of just the informa- 
tion desired. Illustrated circular describ- 
ing the Ozamatic and the Ozalid process 
may be obtained from above address. 


LETTERHEAD PAPERS 


Millers Falls Paper Co., Millers Falls, 
Mass., offers two sample books just re- 
leased on their Old Deerfield Bond and 
Ezerase Bond and Onion Skin. Old Deer- 
field is a 40-year-old distinctive brand of 
long-lasting, 50% cotton content bond, 
available in clean white, buff, blue and 
peach in smooth or cockle finish. It 
comes in a variety of sizes and weights 
from subs. 13 to 24. In white only the 
grain can be had in either direction. 
Packed 500 sheets boxed, wrapped or in 
packages of 10 reams; envelopes to 
match. Ezerase Bond and Onion Skin is 
a patented cotton-fiber paper ideal for 
correspondence and forms. The special 
feature is its erasing qualities. Ordi- 
nary pencil erasers eliminate typewritten 
errors quickly and easily without leaving 
smudges or telltale marks. Ezerase is 
also well suited to offset and letterpress 
printing. Weights start at sub. 9, advan- 
tageous in manifold and copy work, and 
go up to 20. The cost is no higher than 
regular good bond paper. Free sample 
books with perforated sheets for testing, 
and further information from above ad- 
dress. 


MICROFILM UNIT 


Remington Rand Ine., Room 1397, 315 
Fourth Ave., New York 10, N. Y., makes 
the Dual Film-a-Record which copies 
both sides of a document simultaneously 
or one side only on either 16mm or 35mm 
film. Photographing up to 500 checks or 
125 ft. of paper a minute, it is a high- 
speed hand-fed microfilm unit. The extra 
large 15” throat permits substantial sav- 
ings in film through its ability to micro- 
film across the width of the film docu- 
ments with printed areas up to 1414” 
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wide. Such large documents can be 
copied on two sides at once using 35mm 
film. The Dual also has specially de- 
signed feed rollers which automatically 
separate documents to prevent more than 
one from entering the unit at one time. 
The unit may be fed automatically or by 
hand. With these exclusives, the Dual 


combines all other operating features for 
any high speed microfilming purpose. It 
offers a choice of three reduction ratios, 
37 to 1, 32 to 1 or 24 to 1, any one of 


which may be used simply by changing 
the lens in the unit’s permanently posi- 
tioned camera. By the flick of a switch, 
the operator may change from two to 
one-sided microfilming. For the latter, 
the full width of 16mm or 35mm film 
may be used or the document may be 
photographed down one half of the film 
and up the other half. Also, two identi- 
cal copies can be made simultaneously 
on duplicate rolls of 16mm film. All con- 
trols are centrally grouped in a panel 
at the operator’s fingertips. After film- 
ing, documents are returned at eye-level 
in exactly the same order as they were 
fed. Eliminating any need for stooping 
or squatting, the unit provides the ‘oper- 
ator with ample leg room. The Dual 
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Film-a-Record is equipped with an auto- | 


matic counter which records the number 
of documents photographed. It has a 
Color-Stat device for filming sheets of 


varying color with uniformly perfect 


clarity and background density. Free il- , 


lustrated booklet F-264 from above ad- 
dress. 


FOLDING MACHINE 

Imex Sales Organization, R.F.D. No. 
2, Box 199, Rahway, N. J., announces the 
Baneroft Jr. Folding Machine which is 
economically priced and parallel folds in 
5 different styles: single, double, letter, 
accordion and wallet folds in sheets up 
to 10” x 15”. A turn of a knob sets the 


machine for any desired fold and sheets 
15” long are folded at the rate of 7500 
an hour while 10” long sheets can be 
folded at 12,500 an hour. Machine’s oper- 
ation is silent and the folder can be 
easily carried anywhere. Cross folds can 
be made by running sheets through ma- 
chine again. The machine is fully en- 
closed with one fixed and one adjustable 
side guide, setting scale and setting 
wheels for both folding operations. Fold- 


ed sheets are delivered to a receiving 
box at the bottom which has adjustable 
back plate for neat stacking of folded 
papers. Mounted on rubber feet, it plugs 
into regular lighting circuits. Available 
for immediate delivery. Illustrated liter- 


ature and dealer-franchise 
from above address. 


information 
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ONE-TIME CARBON FORMS 


Consolidated Business Systems, Inc., 
Dept. 68, 30 Vesey St., New York 7, N.Y., 
makes Redifixt one-time carbon inter- 
leaved forms for a variety of systems in- 
cluding invoices, bills of lading, W-2 
withholding tax, ete. Their literature in- 
cludes the results of time studies by Be- 
daux engineers which shows the time 
and money lost through unproductive mo- 
tions in the use of loose forms and ¢ar- 
bons. In the case of invoices and bills 
of lading, a saving of 45% in clerical 
time is possible with Redifixt forms 
while a saving in cost of 25% can be 
made by using their standard form mats. 
A copy of the time study results and 
samples of both stock and special Redi- 
fixt forms can be had from above ad- 
dress. 


DICTATING SYSTEM 


Magnetie Recording Industries, 30 
Broad St., New York 4, N. Y., announce 
that corrections can be made on-the- 
spot with their Voice-Master electronic- 
magnetic dictating-transcribing machine. 


The Correct-O-Matic feature operates 
when the dictator talks over the previ- 
ous, undesired section of the Magic- 
Dises which are airmail-thin and can be 
folded, wrinkled and mailed in any 
standard envelope. Each Magic-Dise is 
reusable a thousand times to provide 
over half a million words of dictation 
for 30c, according to the manufacturer. 


Tue Orrice—October, 1951 





6S a ee ee 


ae 
x 
ae 


The discs also feature the Ind-X-Matic 
on-the-dise marking system for writing 
references directly on the dise. Addi- 
tional information and a sample disc 
may be had from above address. 


JR. EXECUTIVE CHAIR 


Hamilton Mfg. Corp., Columbus, Ind., 
announces full scale production of a com- 
plete line of Cosco Office Chairs, includ- 
ing six models of three basic units. De- 
signed primarily for men are the Series 
17 Coseo Office Chairs in two models, one 
a junior executive chair with plastic 
armrests; the other an armless general 


office chair. The Series 17 revolving 
chairs provide six easy adjustments, 
without tools, which make it possible for 
the user to fit the chair to his own 
physique, work habits and ideas of com- 
fort. Adjustments include seat depth over 
a 214” range by movement of back in 
or out, seat height between 16%” and 
201%” by positive locking Finger-Lift 
mechanism, seat slope as much as 114” 
by convenient thumbscrew, tension of 
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spring-action tilting seat and back by 
handwheel beneath seat. Height of back- 
rest and angle of the 164” x 13%” back- 
rest has proper curvature determined 
through exhaustive research to assure 
restful, healthful comfort. Series 17 
chairs have an extra-large, saddle-shaped, 
foam rubber-cushioned seat and padded 
back upholstered with perforated Du 
Pont Fabrilite in green, brown, maroon 
or gray. Plastic armrests of the junior 
executive model match the upholstery 
color. Frame is finished in gray, brown 
or green baked-on enamel. Casters are 2” 
soft rubber mounted on _ lifetime-lubri- 
eated Oilite bushings in roller bearing 
swivels. 


AUTOMATIC FILE 


Wheeldex New York Company, 425 


Fourth Ave., New York 16, N. Y., an- 
nounces the Simplafind electric-powered 
file which can be operated by a standing 
person or a person seated at desk height 
and takes present card or paper records 
without altering the records. 


It will han- 


dle all standard card sizes in individual 
removable trays 10” long. Each tray has 
a compressor-follower. A Simplafind unit 
occupying 12 sq. ft. has the following 
approximate card capacities: 40,000 8” x 
5”; 50,000 6” x 4”; 82,000 tabulating; 
90,000 5” x 3” and 180,000 214” x 3”. 


A minimum of 4000 ecards are before the 
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operator at all times. The flick of a 
switeh brings any desired record within 
easy reach of a seated operator in less 
than 3 seconds. This permits easy hand 
or machine posting and work can be di- 
vided in peak periods: No special train- 
ing of operators is necessary. Simplafind 
units are available on 8-weeks delivery 
and additional information can be had 
from above address. 


PAYROLL SYSTEM 

Payroll Tax Service, 44 West 29 St., 
New York 1, N. Y., offers the Payroll- 
master which allows one writing to pro- 
vide all payroll records including payroll 
summary sheet, employee earning record, 
employee weekly statement, cash receipt 
or pay check and a pay envelope. Two 


adjustable pins automatically set the 
exact weekly line of the employee’s rec- 
ord on the fixed writing line. A fingertip 
lever moves the payroll sheet automatie- 
ally to its next writing line. Special Ink- 
arbon duplicator paper makes ‘‘inked’’ 
impressions. All forms register perfectly 
with the comfortable, fixed writing line. 
The Payrollmaster is 


lightweight aluminum, is simple to oper- 
ate, and is foolproof. It saves time by 
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constructed of 


eliminating all posting, and _ prevents 
posting errors. Lllustrated literature from 
above address. 


WIRE BRANDING MACHINE 


Ralph C. Coxhead Corp., 720 Freling- 
huysen Ave., Newark 5, N. J., makes a 
branding typewriter for marking Viny- 
lite tubing used as insulation in electri- 
cal wiring systems. The typing opera- 
tion heat-brands the letters below the 
surface of the tubing to make the mark- 


ing indelible and permanent. A special 
heating device maintains the correct 
temperature to deposit durable leaf car- 
bon into the impression when tubing is 
clamped into position in the machine and 
letters or numbers are typed onto it. 
This method of marking terminal wires 
is superior to the former method of 
using tags. Full information from above 
address. 


DIRECT POSITIVE PAPER 


Photo Records Dept., Remington Rand 
Inc., 315 Fourth Ave., New York 10, 
N. Y., announces a photographic contact 
paper that produces a positive photocopy 
in one step by transmitted or reflected 
light. Known as D-151 Direct Positive 
Portagraph Paper, its main use is in 
making readable positives from one-sided 
translucent or transparent originals. It 
will work equally well, however, by the 
reverse and reflex copying methods. Di- 
rect Positive Paper is readily adaptable 
to the Remington Rand Portagraph or 
any other standard photocopying equip- 
ment. It is also color-sensitive (ortho- 
chromatic) and colored stocks, inks and 
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Cut wasted man-hours with the 
compact new GE Water Coolers! 


























INADEQUATE DRINKING FACILI- CONVENIENT LOCATION of G-E Water 

cause wasted man-hours. Coolers means time saved. Employees 

Long trips to water source bring stay near their desks, are available 

the loss of work time. when needed. G-E Water Coolers are 
compact, fit in where convenient. 


WATER 
COOLERS 


Your payroll dollar brings a greater return 
when cool, refreshing water is easily avail- 
able, near employee working areas. The hand- 
some new G-E Water Coolers, near at hand, 
save time, build efficiency and morale. Ask 
your local G-E Dealer for advice on the 
water cooler requirements of your business 
establishment. 


er SH 
General Electric Company, Section OF-13 
Air Conditioning Dept., Bloomfield, New Jersey 
Please send without obligation to me the fully illustrated book, “Water at Work.” 


FREE! 


24 PAGE 
BOOK! 


| 
| 
| 
| 
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DUAL FILM-A-RECORD 


the only 


The great new Dual Film-a-record 
definitely gives you the most in 
microfilming—the fastest feeding, 
clearest images, widest feeding 
throat ...the most flexible, effi- 
cient and economical operation. 
With Dual Film-a-record you can 
film by any of the three methods 
shown on the opposite page, choose 
any of three reductions, use either 


ALL-PURPOSE microfilming machine 


16mm or 35mm film. To change 
from one to two-sided photography, 
you just flip a switch. Documents 
are ejected at eye-level within easy 
reach and in the same order as fed. 
All controls are directly in front of 
the operator. Ample leg room is 
provided. All this and more you 
get in Dual Film-a-record at a sur- 
prisingly low price. 





You can microfilm both sides of 
records simultaneously side by side— 
one side only using the full width of 
the film—one side only down half the 
film, up the other half-and make 
two identical copies simultaneously 
on duplicate rolls of film by any of 
the above methods. 




















You can hand feed up to 500 check- 
size documents in one minute 
because Dual Film-a-record photo- 
graphs 125 feet of paper in 60 sec- 
onds, separates documents auto- 
matically. With the exclusive 15- 
inch feeding throat you can film 
records with printed areas up to 
1414” wide. If desired, an inde- 
pendently powered automatic feeder 
can be used. 





Use any of 3 reduction ratios — 
24 to 1, 32 to 1, or 37 to 1—which- 
ever gives you the best combination 
of readability, space-saving and film 
economy. In less than a minute you 
can change the lens assembly in 
the single, fixed camera to get the 
desired reduction. Loading is easy. 
Use one or two rolls of 16mm, or 
one roll of 35mm film. 


FREE illustrated looklet, F-264, is now available which describes the 


Dual Film-a-record in complete detail. 


Get your copy today—write to Room 1397, 
Management Controls Reference Library, 315 Fourth Ave., New York 10. 





THE FIRST NAME IN 
BUSINESS PHOTOGRAPHY 





Remington. Fland. 














Cut lettering and com- 
position costs to the 


| ALL bone. 
letters, shaded letters, 


Draw outline 
solids, or reverses. Let- 


T ter to exact size to fit 


the job. 500 lettering 
variations from one al- 
phabet templet. 70 
standard faces. Hun- 
dreds of Varigraphs in 
use by lithographers, 
offices with offset equip- 
ment, art studios, ad- 
vertising agencies, 
drafting departments. 


Try a Varigraph yourself — no obligation. 
Write today — Dept, 10. 


VARIGRAPH CO., INC. 


MADISON 1, WISCONSIN 


THIN 


SQuar 
All headlines 


were lettered 
with a Varigraph 
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stamps present no difficulties. In contact 
printing from letter, for example, the let- 
ter is placed face down on the copy glass 
and then the Direct Positive Paper is 
placed over it, emulsion side down. Pre- 
vailing methods of processing and opera- 
tion may be used. Free samples are avail- 
able on request. 


PAPER SHREDDERS 


M. Lee, 1825 Pine St., San Francisco 
9, Calif., offers the ShredOmatic paper 
shredders in two models. The larger 
model 
shreds 17%” x 20” x 26” while a table 
model is made with a shred container 


12” x 14” x 16”, Both are powered by a 
%4-hp 110v. single phase 60 cycle motor 
with cord ready to plug in. Eight thick- 
nesses of paper can be fed at one time 
into the 2” x 10” slot in the top of the 
cabinet. Paper is forced between two 
interlocking blunt-edged rollers machined 
from a single bar to 4%” cutting sections 
(narrower or wider cutting can also be 
provided). Each section is grooved in the 
center for traction and the smooth, blunt 
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illustrated has a container for ° 


What, sir? It won't cost 
us anything to redesign our 
out-of-date forms ? 


BOSS: Not a cent.We'll 
send for the Hammermill 
Form Designing Packet. 
Itcontains everything we 
need to do the job right! 


Contains 6 tools to help you design office 

forms that are exactly right. They are: 

1. Form Designing Kit. Useful helps for easy 

layout and design of printed forms. . 

2. How to Design a Business Form. Idea- 4 HAMMER A 
book with 26-point check list. fom 2 KEE 
3. Hammermili form layout rule. Carries : == 
standard inch, printer’s pica, plus elite and 1 

pica typewriter scales. 

4. Hammermill Ledger sample book. 

5. Hammermill Bond sample book. 

6. Manual of Paper Information. Lists all 

Hammermill papers now being made. 


You can obtain business printing on Hammermill 
papers wherever you see this shield on a print 
shop window. Let it be your assurance of quality 
printing. 
oe ee oe 
Hammermill Paper Company, svivania 
t Lake Road, Erie 6, Pe 
mM 2 Rig, ety send me—-F REE—the HAMME MILL 


Form Designing Packet. 


s LE ID Gralayeg g Pusition es seo pas business 


TO-OCT. 
letterhead.) 


MADE.BY THE MAKERS OF HAMMERMILLE BOND 
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edges can only broaden with wear to cut 
the paper finer. The blunt-edged rollers 
are unharmed by paper clips or staples 
accidentally fed the machine and elimi- 
nate resharpening and replacing broken 
cutting blades. A window in the shred 
container allows user to see when <zon- 
tainer is full and hinged door makes 
emptying easy. A hand operated lever 
packs the shredded paper tightly to al- 
low full use of space before emptying. 
Further information from above address. 


PARTITIONS 


E. F. Hauserman Co., 6800 Grant Ave., 
Cleveland 5, Ohio, announce develop- 
ment of Korweld, panel construction 
for movable partitions, which combines 
the superior qualities of steel partitions 
and incorporates a non-metallic compo- 
sition board of permanent flatness which 
is in appearance almost identical with 
Hauserman steel __— panels. Korweld 
partitions are 3” thick. Facing panels, 
of durable non-metallic material, are 
3/16” thick. They are plastic welded to 


a honeycomb of impregnated paper, with 
a process developed by the Cycleweld 
Div. of Chrysler Corp. Steel will be 
used for posts, base, cornice, lay-in wir- 
ing facilities, accessories, supplied with 


the Korweld panels. The plastic-welded 
panels will withstand a pushing pressure 
of 70 lbs. per square inch and an over- 
all pulling pressure of 500 lbs. The 
panels are sealed from within and with- 








You Get Things Done Quicker and Better 
With Boardmaster Visual Control System 


Booth 265, NATIONAL BUSINESS SHOW, Grand Central Palace, N.Y.C., Oct. 22-27 


GRAPHIC SYSTEMS, 55 West 42nd St., New York 18, N. Y. 


*% Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

% Facts at a Glance — Saves Time, 
Saves Money, Prevents Errors. 

%& Simple to Operate, Type or Write on 
Cards, Snap in Grooves 

% Ideal for Production, Traffic, Sales, 
Inventory, Scheduling, Etc. 

%& Made of Metal. Compact and At- 
tractive. Over 20,000 in Use. 


Full price $4950 with cards 
24-page lilustrated 
FREE 


BOOKLET No, 250 
Write for Your Copy Today 





Without Obligation 
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look... Mr. Tabulating User... 


UARCO makes a full line of 
tabulating forms for you to choose from: 


imprinted stock forms stock forms 


The quality of these forms is the finest. 


You can order them unfastened or in a wide choice of fastenings: 


a) 
: 


fastened MG 








Not only do you buy quality forms, you get 
dependable service Gs} from Uarco. 


Service that’s close by with trained tabulating representatives in 


Sh ex: 
every major city icine Five well-located plants “Zz 


assure you good delivery. And behind all of it Sly 


om 
.. » Uarco’s nearly sixty years’ »4 experience. Want a source 
1 


you can depend on, for tabulating or any other 


type of business form? Call a Uarco. 
UARCO Incorporated 


Factories: Chicago; Cleveland; Oakland; Deep River, Connecticut; 
Watseka, Ilinois—Sales Representatives in all Principal Cities 


UARCO Incorporated 
Room 1624, 141 W. Jackson Bivd., Chicago 4, Illinois 


{ Please send your free booklet containing actual samples of VARCO 
[ XN 84 ( ( ) CONTROL PUNCHED FORMS 


INCORPORATED 
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WHAT ARE 
YOUR REQUIREMENTS? 


THIS MACHINE CAN BE HAD 


NOV 29 1952 


AS A DATER 


123456 


AS A NUMBERER 


23456 NOV 22'58 


AS A DATER & NUMBERER 


1949 JUN =9 AM 12: 04 


AS A CHECK-SIGNER 
SEND FOR CATALOG 


TIME DATE & NUMBER INC. 
298 BROADWAY 
NEW YORK 7,N.Y. 


Mfrs. & Distributors of 


TIME DATE & NUMBERING DEVICES 





out to eliminate effects of moisture to 
warp. All panel edges are covered with 
metal to prevent chipping or cracking. 
Covered with two coats of baked en- 
amel, partitions have a slightly textured 
finish which gives a warm, modern ap- 
pearance to offices. 


SEARCHING MACHINE 


International Business Machines Corp., 
590 Madison Ave., New York.22, N. Y., 
has developed an electronic information- 
searching machine which couples elec- 
tronic principles embodied in many of its | 
standard electronic machines with a new 
machine ‘‘language’’ of 792 characters. 


An experimental full-scale working 
model uses photo-electric eyes to read 
scientific information from IBM ecards at 
the rate of 1,000 cards a minute. Infor- 
mation contained in a book, article or an 
abstract, or a key paragraph, is con- 
densed in terms of the machine’s lan- 
guage. The condensed information is 
transferred into IBM cards. When in- 
formation on a certain subject is de- 
sired, a question card is placed in the 
electronic scanning machine which pro- 
ceeds to match the question and informa- 
tion cards, selecting those which give the 
answers or tell specifically where the 
answers can be found. One application 
of the method is likely to be in the field 
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Find out why daily, more and FREE BOOKLET: 
more cost-conscious business send for free catalog 
firms are adopting “‘Autopoint” showing full line of 


Pencils for organization use... “Autopoint” Pencils, 


. seh eet with low quantity 
the famous pencils with “Grip- aciaan:. Danka’ 


Tite” Tips that won’t let leads pencil shown has fin- 

wobble, turn or fall out. By gergripscolored to in- 

equipping employees with dicate color of lead; 

“Autopoint” Pencils, many cut “eo gala green, purple, yellow or 

their pencil costs IN HALF! And Slender barrel, exposed eraser util- 

they get a cost-cutting bonus of _ ity pencil has harmonizing clip, eraser 

pencil sharpening time saved, ferrule and tip in silvonite finish, Both 
git pencils come in standard and “Real 

greater efficiency, trouble-free Thin” leads... are popular numbers 

writing. for organization use. Send coupon. 


“Autopoint” and “Real Thin” are trademarks of Autopoint Company, Chicago 
"_Sepaemmmmiersaate tare tame ena sitar criet-a ie Lain Trem aca ah a a sss eee oe 
AUTOPOINT CO., Dept. 0-10 
1801 W. Foster Ave., Chicago 40, Ill. 
Send me free booklet giving quantity prices on “Autopoint” Better 
Pencils for Organization use. 


Name 








Company. 
Position 
Street Address. 
City Zone____State 
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SORT 


IN MINUTES 
INSTEAD of HOURS 
WITHOUT 

COSTLY MACHINES! 





atetetete 




















Quick facts from punched cards! Saves you 
up to 65%, sorting out data for production 
control, inventory, sales, payroll, etc. Anyone 
seated at desk, can do the job with E-Z Sort. 
A simple hand rod is the only tool. E-Z Sort 
is widely used by organizations in every part 
of the country. Can be readily adapted to 
your needs. Our nearest office will gladly show 
you; or write us for details. 


tater er taratatdeararatay 
Pere rT cra (rey ee Ee 


E-Z SORT i 


45 Second Street 


Dept. 101 
San Francisco 5, California 
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A few valuable territories open 
to qualified Systems Engineers. 





|; on any 
| eurved, in a few seconds. 


of searching for similar chemical com- 
pounds. Corresponding problems exist in 
law and medicine. 


MOISTENER 


A. C. Hummel Co., 5349 Kennedy Ave., 
Cincinnati 13, Ohio, makes the Hummel- 
Brush Envolabe Moistener for all office 
and shipping room moistening of labels, 
seals, stamps and flaps. Positive pressure 
moistening is accomplished through the 
combined use of the patented brush- 


with-a-backbone moistening unit and 
Duo-Guide, which is open on one end to 
accommodate the smallest to the largest 
envelope flaps and used conventionally 
for other gummed surfaces. Duo-Guide 
has a moistening span of 4”. A locking 
device holds the brush-with-a-backbone 
and Duo-Guide in perfect alignment for 
best moistening performance. 


DEALER NAMEPLATES 
Metaleraft, Ine., Mason City, Iowa, 
makes metal nameplates for retailers. 
Called Autographs, these are individually 
designed and made with adhesive backs 





so that they can be permanently mounted 
grease-free surface, flat or 
Lithographed 
in red and black on chrome plated metal, 
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these nameplates are both conspicuous 
and tasteful on the finest equipment. 
Autographs are made in two sizes: No. 1 
is illustrated actual size; No. 2 is 23%” x 
9/16” and both can be had in quantities 
of 100 or more. Free samples and prices 
from above address. 


WINDOW FILTERS 
Badgaire, Inc., 2251 8, Allis St., Mil- 
waukee 7, Wis., makes Badgaire Win- 
dow Filters which have 6 layers of wire 
mesh in their polished aluminum frames. 


Adhesive on the mesh prevents dirt, dust, 
soot, etc., from entering the open win- ~ 























Your letterhead on WESTON 
BOND commands attention — in- 
sures a favorable reception for your 
correspondence and sales mes- 
sages. WESTON BOND is made 





ee 
\(( He only reads letters typed on 





WESTON BOND... 


by one of America’s oldest and 
most famous paper-making fam- 
ilies... Byron Weston Company, 
Dalton, Massachusetts. Write for 
sample book. 








BOND 








dow. Filters are 6” high and come in 
a wide range of adjustable lengths. They 
are simple to insert and remove, are rain- 
proof and have rubber gasket for perfect 
air-seal. Easily flushed clean with hot 
water. [Illustrated literature showing 
available sizes can be had from above 
address. 


MACHINE STAND 


Maso Steel Products, 81 W. Van Buren 
St., Chicago 5, Ill., announces that the 


Royal Elevator Typewriter and Office 
Machine Stand is now equipped with an 
improved elevator device. The same tip- 
toe, foolproof control is assured but the 
operating parts have been reduced in 


number, fully enclosed and streamlined 
in appearance. The top brackets of the 
elevator device are extended outwards to 
cover the all-steel housings for the cast- 
ers. The actuating rod to control the two 
opposite legs is now fully enclosed in the 
steel center offset brace. This not only 





Sensitive stripper! 


Touch an envelope to its guarded cutting shaft, and this 
LE MailOpener shaves a gnat’s eyebrow off the envelope’s edge 
... enough to open it, without touching its contents. & 
It takes on any size and kind of envelope, light tissue or heavy 
kraft! Great convenience, time and work saver in any office... 
Built to work well for a long time... Ask the nearest PB office 
to show the new LE and other hand or electric MailOpeners—or 
write for folder... PITNEY-BOWES, Inc., 3474 Pacific St. 
Stamford, Conn. ... Originators of the postage meter, offices 
in 93 cities in U. S. and Canada. 


PITNEY-BOWES 


MAILOPENER 





adds to the Royal’s appearance but in- 
creases its durability. All models of the 
Royal with Masonite, Lamidall and steel 
tops are being equipped with the im- 
proved device at no extra cost. All the 
other features of the Royal are still 








being included as standard equipment. 
List price in a choice of office gray, 
green or brown is $23.95 F.O.B. factory; 
shipped K.D. and requiring only 12 bolts 
and ten minutes time to assemble, with 
a shipping weight of 30 Ibs. 


FLOOR MACHINE 


Lincoln-Schlueter Floor Machinery Co., 
1250 W. Van Buren St., Chicago 7, IIl., 
make a _ single-disc floor machine de- 





lee ee ed 


Mplel Chesp ' 


SHEPPARD 
HEAVY DUTY 
ENVELOPES 


FENVELOPE CO. 
1 Envelope Terrace 


Worcester 4, Mass. 


Write today for Free Sample and Price List. 
Dept. #18. 





A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER—> 
stops vibration... 
softens touch 


SPONGE RUBBER—> 
Absorbs noise 


@ At last—an attractive — 
wee cushion that definite 
t 


y softens 
e clatter of typewriters a 
and electric) . . . adding machines . . . 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 
fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. . . and higher production . . . better 
morale! 

DEALERS: The effectiveness cf the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


If your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 





signed for small offices and homes. Called 
the Lincoln Cadet, it is available in two 
models. One model comes with plain 
handle and is used primarily as a floor 
polisher. The other is a floor and carpet 
scrubber equipped with a shampoo dis- 
pensing tank on the handle and neces- 
sary piping that directs the flow of 
solution through the rotating brush. It 
could, of course, be used to scrub floors 
as well. By a quick and easy change of 
brushes, the rug scrubber may be con- 
verted into a floor polisher. 


DRAWING GUIDES 


C-Thru Ruler Co., Hartford, Conn., an- 
nounces that a representative C-Thru 
Ruler line is offered to dealers on a set 
of 12 attractive, specially designed cards 
with from 3 to 8 items mounted on each 
ecard. This allows the dealer to take ad- 
vantage of impulse buying while he is 


showing specific items in which a cus- 
tomer may be interested. Each card can 
also serve as an individual display by 
being easel mounted. The cards are col- 
lorfully silk-screened in dark blue and 
white, with the items mounted on a 
white area for maximum attention. Cards 
are 13146” x 15%” and a complete set 
takes relatively small space. C-Thru Rul- 
er Co. makes a complete line of quality 
engineered drawing devices including 


| rulers, triangles, protractors, T-squares, 


French curves, lettering guides and many 
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Continuous Carbon Interleaved 
forms have all of the speed of 
continuous forms plus the ad- 
vantages of one-time carbon for 
sure legible copies. 





Be Ae “Compete™ Lie of 


REGISTERS, CONTINUOUS AND 
SNAP-A-PART FORMS 


A wide variety of form sizes 
from 46" x 6” to BY" x 11” 
fit Hano Refolder and Manifold- 
er Registers for wide range of 
installations . . . they look better 
and work better. 


A complete 
quotation service 
helps you sell 
your customers. 


Hano Custom and Standard 
Snap-A-Part carbon forms 
are available, printed, to fit 
every need. Fast in operation, 
they make record keeping a 
simple operation. 


‘beisis Mk cihae, Senin 


PHILIP. HANO. COMPANY, INC. 
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‘HOLYOKE, MASSACHUSETTS 


Tops in the portable register field, 
the new Hano All Aluminum Port- 
able is equally popular as a counter 
machine. They are light in weight 
and easy to handle. 


The all steel and aluminum Cash 
Drawer can be factory or field fitted 
to all Hano Refolder Registers us- 
ing forms up to 844” long. Using 
less counter space, the Hano unit is 
only 1514” wide. 





others. Jobbers and jobber salesmen may 
get complete information from above 
address. 


SPIRIT DUPLICATOR 


Master Addresser (o., 6500 W. Lake 
St., Minneapolis 16, Minn., makes the 
Master Portable Spirit Duplicator which 
is clean, always ready to use and re- 
quires neither stencils, inks nor gelatin. 
It will print a sheet 844” x 11” or smaller 
and weighs only 12 lbs. so it can be ecar- 
ried about like a portable typewriter. In 
operation, a sheet of paper is fed to the 


printing head and the head is rolled 
across the bed of the machine. The im- 
pression paper is moistened by rollers. 
Printing pressure is obtained by leverage 
and the operation is almost effortless. 
The Master Portable Spirit Duplicator is 
sturdily constructed. Rollers are seated 
in self-oiling bronze bearings. The entire 
duplicator and case are finished in baked 
hammer enamel. It retails for $32.50 
complete with a set of operating sup- 
plies. 


H A M A N N FILE DISPLAYS 


CALCULATING MACHINE co, Kinetic Novelty Co., 295 Lafayette St., 


2118 Land Title Building New York 12, N. Y., makers of Kin-Dex 
Philadelphia 10, Pa. plastic index files, offer dealers three 
easeled displays. One is small for up 

DEALERS WANTED front in windows, another is a medium 
WHERE NOT YET REPRESENTEL size counter display with a circular- 
holding pocket, the third is a large dis- 


at 
see 


x 4 


ah 
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“TELL-ALL" 


BULLETIN & 
DIRECTORY BOARDS 
A Style and Size 


For Every Need. 


Dav-Son Cork Back Bulletin 
Boards For Pinning Up Announce- 
ments, Photographs, Letters, 


etc. 
Indoor and Outdoor Styles, Hard- 
wood or Metal Frames, With or 
Without Locking Glass Doors. 
Many Sizes in Stock. 
qav-Son Changeable Letter Di- 
rectories For Lobby, Office or 
Outdoor Use. 
Wide Variety of Styles and Sizes, 
Glass Enclosed Front, Hardwood 
or Metal Frames. Highest O pg 
Felt Background in Choice of Sev- Dav-Son Name Plates For 
eral Colors. Many Letter Styles Desk, Door or Wall 
and Sizes, Mounting. 
Choice of Matching Wood 
Bases. Names ay Be 
Changed at Low Cost. 


AWG. DAVENPORT & SON.,2NG. MANUFACTURERS 
U8 


CCDS 





TABLISHED 193 
GT 311 NW. DESPLAINES ST, CHICAGO 6, tur. | "OR EVERY NEED! 

















METHOD for FILING and INDEXING 
MIMEOGRAPH STENCILS AND OFFSET MASTERS 

Provides Low Cost, Modern, Time-Saving Efficiency 
Assures PERFECT REGISTRATION from RE-RUNS 


MIM-E-O's 


Stencils in File Wrappers suspended 
by MIM-E-O's patented SPRING 
CLIPS protect the important Button 
Holes — assuring perfect registration 
from re-runs—and eliminates damage 


Important serrated edges of OFFSET 
MASTERS are fully protected. Due to 
absence of pressure and scientific 
ventilation, Masters remain free from 


caused by wrinkling, folding or corrosion or damage from scratching. 


sticking. 
SPECIFICATIONS 


@ Heavy gauge steel 
construction. 

@ Locking arm prevents lid from 
fallin 

e Swivel. type ball bearing 
casters. 


DIMENSIONS OF 
ROLLAWAY MODEL 
Height 24/2"—Width 12”—Depth 25”. 
Finished in Hammerloid Gray Baked 
i ans . Enamel. Filing capacity: 500 Stencils 
equipped with or 400 Offset Masters. 
(a) spring Clips. will file 2 for complete information, call 


Masters Angin Indexes’ provide your A. B. Dick Mimeograph 
epresentative. 


a visible index. 


MIM-E-O STENCIL FILES COMPANY 


Manufacturer Relaway 
2819 BELMONT AVE., CHICAGO 18, ILLINOIS, U.S.A. odel 
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BINDER 
EQUIPMENT 


For Marginal 
Punched Forms 


THIN-PRONG 


Aclosed back Prong Binder 
for easy reference. 


THIN-POST 


A practical, inexpensive 
Post Binder for permanent 
housing of forms. 


VISIBLE TYPE 


Adds more efficiency to 


your every-day fact 
recording. 


FLEXIBLE COVERS 


For executive reports . . . 
‘anexpensive, yet present- ~ 


table and durable. 


























A complete range of Binders 
& Forms for most every 
business need. 


Write For Details Today 


=e Sheppard. 


44-03 21st Street 
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play with platform and base flap to hold 
two Kin-Dex units—one open, one closed. 
All displays are lithographed in three 
colors screened to give a 6-color effect. 


RADIANT CEILING 


Burgess-Manning Co., Libertyville, Il., 
make a ceiling that may be utilized for 
air conditioning and uniform radiant 
heating with good room acoustics. In 
other radiant ceilings, pipes were in- 
stalled in plaster or concrete, resulting 
in costly inspection and repairs and non- 


uniform heating due to excessive mass. 
In the Burgess-Manning ceiling the en- 
tire aluminum ceiling radiates heat, with 
no heat shadows and no convection 
drafts. Ceiling panels are easily snapped 
into place and removed for inspection of 
heating coils or other building services. 
Installation is easy and may be made in 
new or remodeled constructions. The per- 
forated aluminum panels and heating 
units are attached to channels suspended 
from the ceiling by 3/16” pencil rods 
or their equivalent. Hot water flows 
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SEND 
FOR YOUR 
FREE COPY 


Learn How To 


e 


(/ PRINTING MEMO 








Printing Production Costs 


AT LAST-=a non-technical layman’s 
explanation of the use of Cold-Type for 
such involved type jobs as a catalog or 
parts-list. Many of the nation’s leading 
industrial organizations are now pro- 
ducing voluminous catalogs and parts- 
lists with the cold-type process....in 
direct cooperation with their offset print- 
ers. They report amazing savings on 
the very first job produced. One famous 
aircraft manufacturer produced a 1325 
page catalog by offset, composing all 
the type matter on the Coxbead DSJ 
Vari-Typer...in the office... and with 
office belp. The booklet shows how. 
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The Coxhead DSJ Vari-Typer 
writes with instantly changeable 
print-type faces—in all the popular 
styles and sizes—and in foreign 
languages, too. The keyboard is 
standard, permitting operation by 
office help. 


. COPY COLD-TYPED ON 
ari-Typer THE DSJ VARI-TYPER 


RALPH C. COXHEAD CORP. 


Dept. A, 720 Frelinghuysen Ave., 
Newark 5, N. J. 


Please send me a copy of 
NAME 


COMPANY 
ADDRESS 
CITY. 


“Cold Type.’’ 

















Lightning OFFERS YOU 6 DIFFERENT 


AUTOMATIC MAIL OPENERS 


FOR EVERY TYPE OF BUSINESS 


Tell us the volume and type of your incom- 
ing mail. We will recommend the Lightning 
automatic mail opener that will precisely fit 
your particular needs—based on our 

40 years experience making letter 
openers to meet all the needs of every 

type of business. 


Model A-9 is motor- 
operated. It opens 500 
letters a minute, in- 
cluding mail up to a 


half-inch in thickness. 
Model H-2 is hand-operated. It opens 75 


letters a minute. Price $65 including tax. 


Lightning MAIL SEALER 


Model K is hand-operated. It auto- 
matically seals 100 standard-size envel- 
opes a minute. Price $120 including 
tax. Also available in a motor-driven 
model that seals 200 envelopes a min- 
ute, at $175 including tax. 


THE BIRCHER CO., INC. 


Beles and Service Makers of Letter Openers for Over 40 Years 
In Principal Cities Rochester 14, N. Y. 


MORE LIGHTNING LETTER OPENERS ARE NOW IN USE THAN ALL OTHER MAKES COMBINED 
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through the two main headers connected 
by laterals spaced a foot or two apart 
which heat the entire ceiling. An acous- 
tic-thermal blanket is installed wall to 
wall over the heating coil and absorbs 
a high percentage of sound and noise 
and also acts as a thermal insulator and 
vapor barrier. Water is heated by a con- 
ventional boiler and usually the ordi- 
nary room thermostat is sufficient to reg- 
ulate the temperature. No elaborate con- 
trols are necessary. This ceiling also pro- 
vides summer air conditioning with cold 
water circulating through the system and 
absorbing the heat radiated by warmer 
room objects. Literature from above ad- 
dress. 


IDENTIFICATION CARD 


Cel-U-Dex Corp., 1 Main St., Brook- 
lyn 1, N. Y., makes weather-proof lami- 
nated identification cards which are 
tamper-proof and can be rapidly pro- 
duced at low cost. These are suitable for 





2 IDENTIFICATION CARD an 


THIS 1S TO IDENTIFY: 











PERSON TO BE NOTIFIED: 

















s 








: 


Naat 


civil 








iF FOUND. PLEASE RETURN TO 
PERBON NAMED ON REVERSE SIDE 


COLOR HAIR: 
COLOR fvYEe: 
RELIGION: 
AILMENTS: 


HEIGHT: 


J 


municipality and ‘organi- 
zation use; designed to be carried in the 
wallet or purse of citizens or members. 
Several designs are available and sam- 
ples can be had from above address. 





defense, 
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DES Tf hazy 


INFIDENTIAL RECORDS 
AENTS. BLUEPRINTS 


DR YY IF NGS WITH 


_ vee MASTER | 


SHREDDING 
Mine Hites 


SHRED paper, ia pe ae 
cellophane, aluminum, tin foil 
and other materials. 


Operates — Quietly — Cleanly — Safely. 
Little maintenance required. 

Shredding of confidential records im- 
portant to plant security. 

Shredding your paper and other ma- 
terials provides more resilient high qual- 
ity pecker material — enables re-use of 
high cost materials for other purposes. 
SHREDMASTERS are selected and used 
by leading concerns and government 
agencies. 


Three models — 
for all 
requirements. 
Write for 
complete 
information. 


THE 


CHREDMASTER 


Dept. 0-10 CORPORATION 
205 Willoughby Avenue, Bklyn. 5, N.Y. 








“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
The most efficient 
and economica! 
binding posts ob- 
tainable for use ing 
all types of STOR- 
AGE BINDERS. Vari- 
ous lengths, also ex- 
tensions and special 
posts with removable 
heads, are available. 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 
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The Levels of Leadership 


DONALD A. LAIRD, PH.D., SCID. 


in the U. S. who have executive 

positions or other business leader- 
ship posts. Of this number, around 
100,000 have major executive responsi- 
bilities. These figures average about 
one leader for every 10 or 12 employ- 
ees. The 5 million or so who are 
leaders in title if not in performance 
are responsible for the work of others. 
Their responsibility covers three broad 
functions: (1) getting things done; 
(2) keeping costs down; (3) building 
group spirit. 

Business leaders at all levels, from 
straw boss to chairman of the board, 
have these inclusive responsibilities. 
Ability to meet these responsibilities 
requires: (1) knowledge of technical 
details; (2) knowledge of people; (3) 
planning and judgment. The leader at 
the supervisor level needs a good sup- 


Tinie are about 5 million persons 


ply of the first two and some of the 
third. At the higher executive levels, 
the last two are more critical; they re- 
quire less technical knowledge than the 
supervisor may need. Advancement 
to higher responsibility should come, 
not from increasing technical informa- 
tion, but from improving business 
judgment and ability to handle peo- 
ple. Stanley C. Allyn, president of 
National Cash Register Co., said: “No 
one can expect to advance himself in 
a big organization unless he knows 
and practices the vital principles of 
good human relations. Inability to get 
along with people contributes more to 
failure by executives than lack of spe- 
cialized knowledge.” 

The supervisor is at the bottom of 
the heap, yet in many ‘ways he has 
greater responsibilities than the chair- 
man of the board. He is the immedi- 





with fewer workers. 





eh No Bottleneck in Collating on 


When You Use EVANS GATHERING RACKS 


No collating aid on the market gives the results secured with Evans 
Gathering Racks. One operator easily gathers 3,500 sheets an hour, 
without fatigue. Collatings of any size completed quickly and cheaply 


18-Section TU Model shown $25.00. 7 other models from $11.00 to $16.50. 
Use racks singly or in pairs. Of all aluminum, racks collapse for setting aside. 


See your Dealer or Write: EVANS SPECIALTY CO., INC., 407 N. Munford St., Richmond 20, Va. 
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ate boss of from a few to several 
hundred workers. To these workers 
the supervisor is Mr. Company. 


In the contest on “My Job and Why 
I Like It,” 174,000 General Motors’ 
workers in 49 cities wroty letters. “The 
ability and consideration of my im- 
mediate boss” was given by 47% of 
these as a reason for liking their jobs. 
Only 2% mentioned the pension plan 
which had been provided by the board 
of directors. 


There is a face-to-face relationship 
between the supervisor and the workers. 
Where a supervisor has a department 
of 200 or more workers, those contacts 
are brief and rare, which is sometimes 
a good thing. Surveys have shown 
that supervisors who have such oversize 
departments are kept so busy they can- 
not interfere with and needlessly boss 
individuals. The supervisor with only 
a few employees may do too much 
bossing. Thomas Jefferson had this in 
mind when he said: “That government 
governs best that governs least.” 


The supervisor’s decisions usually 
concern day-to-day problems and minor 
emergencies: rearranging work because 
one employee is sick, settling a com- 
plaint about poor tools, or devising 
some strategy to lessen horseplay. 
The supervisor does not set policies 
that affect other departments, although 
some of his ideas may be adopted by 
other supervisors. He carries out com- 
pany policies, but does not originate 
them; he may not like the policy but 
he is responsible for seeing that it is 
followed. Knowing the policies is part 
of preparation for supervisory work. 
So is knowing the people who are af- 
fected by the policies. 


The executive supervises workers in- 
directly, through the supervisors. The 
supervisor knows the department, while 
the executive is in control of several 
departments and should know the busi- 
ness. The supervisor’s job is to keep 
this department or section going 
smoothly, while the executive’s is to 
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rad cee Carbon Paper 


SAVES WORK, TIME, 
CUTS OFFICE COSTS 


Stenographers, secretaries, billing 
and other machine users, once 
they try NEV-R-KURL carbon 
paper, stay with it. 


NEV-R-KURL gets 
copies out cleaner and faster. 


NEV-R-KURL’s plastic back pre- 


permanent 


vents slippage. NEV-R-KURL 
won’t smudge, curl, tree or 
wrinkle in any weather. It’s thin- 
ner, yet has more body to make it 
easier to handle. These time, work 
and cost-cutting features of NEV- 
R-KURL bring you repeat cus- 
tomers, new business and growing 











SINCE tE74 


RIGINAL DHNER 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 


tion. 


ONLY ONE SETTING NECESSARY 
Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 24%% for cash .. 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable, and 
efficient calculator with any 
machines in the field. Why pay 
more? 


Write for Bulletin QO-103 


e 
IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 





keep the business going. 

Getting the work out, or making a 
profit, is incidental to the executive’s 
chief function of maintaining the or- 
ganization as an organization. When 
employee morale is low, or open labor 
trouble develops, it is usually because 
some executives have failed in this cen- 
tral purpose. 


The executive usually leads by re- 
mote control. Most of his person-to- 
person contacts are with other execu- 
tives and with supervisors. This makes 
many workers feel the company is not 
interested in them. Although the ex- 
ecutive may have personal contacts 
with only six supervisors, he controls 
several hundred employees through 
these supervisors. The executive talks 
with fewer employees, but influences 
more of them than supervisors do. 

The executive’s decisions are con- 
cerned with long range policies which 
influence a large portion of the em- 
ployees, such as: a change from hand- 
operated to motor-powered machines, 
an increase in safety activities, or a 
lengthened lunch period. The decis- 
ions made by the executive must be in 


SUREFIRE 
EMPLOYMENT 





“Oh, I know the right people— 
but they know me!” 
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harmony with the policies adopted by 
the president or board of directors. 
He must also be acquainted with the 
policies of other divisional executives 
so there is no conflict. 

The executive may do some of the 
routine work and carrying out of poli- 
cies himself. But if the business really 
needs him as an executive he is worth 
more if he plans, organizes and stimu- 
lates, while others do the production. 
Studies have shown that the depart- 
ments under an executive produce most 
when he helps less with the workers’ 
work and tends to his own knitting. 

The higher up the executive climbs, 
the more decision making he has to do, 
and the farther ahead he must see and 
plan. The decisions increase in scope 
and importance. As he climbs into a 
bigger office, his face-to-face contacts 
with the rest of the organization di- 
minish. His personal leadership may 
slump until he becomes just a name on 
the letterhead to most employees—a 
forgotten man. His lack of contact 
with the mass of workers may lead him 
to overlook the human side in his de- 
cision-making, thus diminishing his 
leadership. The executive should spend 
a definite time each day maintaining 
his contacts in Shop and office, else he 
may lose contact with the little peo- 
ple who make his big plans work. Ex- 
ecutives can work as well with shoe 
leather as with the seats of their trou- 
sers. Shoe leather helps human rela- 
tions and morale. 

The board of directors’ decisions 
usually concern questions of general 
business policy: whether to move to a 
new location, to discontinue one line of 
business, to start leadership training 
courses for supervisors and executives, 
whether to lower wages or keep wages 
up and skip a dividend. The directors 
are the trustees for the owners, or 
stockholders, and they are usually deep 
in financial questions. 

The directors seldom have face-to- 
face relationships with workers, but 
they set the general tone of the business 
which in turn determines the quality of 
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DUT 8 


PLANNING UNIT 


NO DRAFTING NECESSARY! 


OFFICE LAYOUT MADE EASY! 


Plan your office for greater efficiency and coordination. 
TrioMetric Planning Unit includes sturdy planning 
board with molded plastiz surface and all materials 
needed for making clear, workable layout. Complete 
instructions plus valuable booklet on good office 
planning methods. For floor rr up to 40’ x 56’— 
10.00; up to 72’ x 96’—$17.50; up to 96’ x 144’ 
—$27.50, FOB Pittsburgh. Satisfaction guaranteed: 
literature on request. 


WRUOWLE RUC, ONC, 


Pittsburgh 22, Pa. 


711 Penn Avenue 








IN A FEW MINUTES... 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 
OFFICE! “@ 
lor the same price 
of an ordinary 
i stapling machine you 
| can Nave attractive— 
colorful. reports 
Pages will turn 
freely with 
advantages. Use any 


faelleld cover stock 


THE MIGHTY 
MIDGET PUNCH 


only $9.90 
pe sa sapl we wel hae + by 4 peiner renee in various 


"FREE! 2 WEEK. TRIAL OFFER 
AT NO OBLIGATION 


ORDER TODAY! OR WRITE FOR 
ILLUSTRATED LITERATURE 


TAUBER PLASTICS, INC. 


202 HUDSON ST., NEW YORK 13, N. Y. 


AND. IN A MATTER OF 
A FEW MINUTES produce 


a beautifully bound book 








ooseleal iim 





wt OS 


ON DESK COSTS! 


HERCULES 


BUSINESS-MACHINE STANDS 


Compare prices ond prove it to yourself! 
This str li gned, all-welded tubu- 
lor-steel unit is " VIBRATION-FREE! Protects 
valuable machines. Lessens operator fatigue. 
Saves 20% on floor space. No dangerous 
bolts or corners. Handsome finish. Walk-proof 
treads. Costs less... delivers more for your 
money! Variety of models to choose from. 


FTF _ MODEL 17 








Double-wing model 
with Magic-Lok 
features. Top is 
36” x18” with both 
wings up. Shipped 
2 per carton. 


WRITE FOR NAME OF 
NEAREST DEALER! 


MEILINK STEEL 
SAFE CO. 


TOLEDO 6, OHIO 


Moanviacturers of insulated products for over 50 
yeors—Sates for Home and Office 





leadership given the rank and file. They 
are almost never seen by the employees, 
but they should be. Many of their de- 
cisions are based on theory unless they 
have visited remote corners of the busi- 
ness and have an acquaintance with em- 
ployees and processes. Too many try to 
direct from a bank or club downtown. 
The directors of government controlled 
businesses sometimes imagine they ean 
direct from the vantage point of a 
political party’s conference room. Per- 
haps that is why Charles F. Kettering, 
inventor of the self-starter and other 
automotive advances, said that it takes 
four years to get a new idea across to 
a board of directors. 

The president and the executive vice 
president in theory administer the poli- 
cies determined by the directors. In 
practice, they may be the real policy- 
makers while the board members are 
rubber stamps. In other instances they 
are office boys for the board. In many 
smaller companies the title of executive 
vice president is given to keep a man 
from resigning or to help him make 
contacts with customers who are flatter- 
ed when called upon by such a high 
officer. 

The administrator represents a type 
of leadership that is largely limited to 
governmental agencies, though some 
presidents are mostly administrators. 
The operations of government bureaus 
and sections: are fenced in by laws and 
tied up in red tape. The bureau chief 
or section head has to be half-lawyer, 
half-exeeutive, with a dash of politician 
added. Major decisions have already 
been made for them by the congress, 
state legislature, or city council. Any 
major decision they want to make re- 
quires a new law. 

In city and state operations the ad- 
ministrator is often a political appointee 
or elected official, who may be out of a 
job after the next election. His leader- 
ship is likely to be tinged with efforts 
to keep his party in power. 

At the federal level, however, most 
administrators are career men and 
women, under civil service. The top ad- 
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IT WILL PAY YOU TO GET OUR PRICES 
ON THESE TWO POPULAR ITEMS! 


Special Discount to Dealers 


Visible Record-Control 
Filing Equipment 
All Metal 
Reconditioned 
Practically 
= Brand New 
bd 
Standard Makes: 
Remington Rand Kardex, 

















Acme Insite Files, Ledger 
Trays, Tubular Index Sys- 
tems and others. Various 
card sizes: 3”x5” and up to 
10”x15”. Also, different 
drawer capacities. 


Ledger Posting Trays 
All Metal 
Reconditioned Like New! 


Made by Library Bureau, 
Wilson-Jones, Tatum, etc. 


P) 546 BROADWAY Various sizes and styles for 
Vicattbe an % all accounting purposes 
(Nr. Spring St.) N.Y.12 (Insulated and Regular). 


EST. 1876 CAnal 6-0350 





UNDAMENTALS ® 


The December 
issue of 
THE OFFICE 
> will be devoted to 
the organization 
and operation of 
the filing depart- 
ment, 
Manufacturers of filing systems, equipment and supplies will find this issue of 
lasting value for presentation of their products to the largest group of buyers. 


Advertising rates on application to Office Publications Co., 270 Madison Ave., 
New York 16. 
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DEALERS 


Now is the time 
to restock with 


STORMS 
PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


HERE IS 
YOUR 

CHECK 
LIST... 


CARBON PAPER 


Typewriter 

Pencil 

Billing 

Saddleback or Reverse 
Speed-o-form 
Hectograph 

tencil 

Binder 

Jacket 

Book 

One Time 

Special Strip 

For Ozalid process 


HIGHEST 
QUALITY 


Prompt 
Efficient 
Service 


Specializing 
in 
packaging 
under dealer's 


Typewriters 
Adding machines 
Billing machines 
Bookkeeping machines 
Addressograph 
Dupligraph 
Speedaumat 
Multigraph 
Multilith 

Daters 

Time clocks 

Flat bed presses 
Special purposes 


“The Complete 
Line" 


Stands the test 
of time. 


CARBONIZED ROLLS for 


Adding machines 
Bookkeeping 

Elliott Fisher Billing 
Autographic register 
Tailor marking 

Neon (asbestos) marking 


ministrator is an appointee, a political 
officeholder, but the bulk of supervisory 
and executive positions are held by per- 
manent employees who administer the 
department. These administrators have 
to be slaves to duty and red tape which 
prevent much show of originality. 

The administrator works in a glass 
house, subject to the floodlight of an 
investigation if taxpayers become dis- 
gruntled. The career administrator is 
usually a capable person whose leader- 
ship is restrained by the cautiousness his 
public position demands. Since his em- 
ployees are usually supplied from the 
civil service pool, and may be trans- 
ferred to other offices or cities, the gov- 
ernment administrator has little en- 
couragement to rise above the order- 
giving and rule-enforeing level. And 
since the ceiling on his promotions is 
definite and rather low by _ business 
standards, there is not much motivation 
for him to become an inspiring leader. 

Some business executives make their 
decisions largely on the basis of prece- 
dent, on what has always been done be- 
fore. These lean in the direction of 
administrators. This is particularly true 
with the conservative executive, or one 
who is uncertain of his own judgment, 
or one who is coerced by a higher execu- 
tive of the ramrod variety. 

Executives in larger offices may be 
forced to a semi-administrative level 


CUT PAYROLL WORK IN HALF! 


completes the 
entire payroll 


One writing on a Payrollmaster gives you a complete, 
accurate payroll. The forms move automatically into 
place under the fixed writing line. No posting! No 
chance of errors! Let us demonstrate how the exclusive 
features of the Payrollmaster save time and money. 
Write to Payroll Tax Service, 44 W. 29th St., N.Y.C. 
See it demonstrated at National Business Show. 
Also our new Tax Chart with all deductions 
ON ONE LINE. 


*tconos even 


TRADE MARE 


Teletype 
Elliott Addressing 





Manufacturer to the Dealer Trade Exclusively 


H. M. STORMS COMPANY 


Storms Bullding, Brooklyn 16, N. Y. 
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due to the company book of rules and 
procedures, and to government regula- 
tion. The railroads are a good example 
of this situation. In other instances the 
working agreement with a labor union 
may change executives into administrat- 
ors. 

The manager occupies a variable posi- 
tion in leadership _ responsibilities. 
Strictly speaking, the manager’s respon- 
sibility covers pennies and not people. 
His leadership of people is indirect, 
through the budget. The housewife who 
is “a good manager” keeps expenses 
within the family income and has some 
left over for savings and insurance. The 
business manager keeps an eagle eye on 
expenses, income, and what is left over 
for profits and expansion. The controll- 
er comes closest to the strict meaning 
of manager in business. 

The term manager is loosely used for 
any sort of boss. There is justification 
for this, since at all levels of leadership 
in business income and outgo must be 
watched. Managing of expenses is an 





THE BEST PAND INTHE LAND 


Alliance is the leader in 
the band business . . . the 
world’s largest maker of 
rubber bands exclusively. 
Naturally then, lowest 
prices, highest count and 
quality per pound. Crepe, 
grey or bi t colors in 
balk or the hendione 
pensing packages 
yet invented. 


WRITE FOR 
SAMPLES, 
PRICES 


ALLIANCE 
RUBBER CO. 
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“DOME RECORD” Sales 


Jumped 50% over last year 
and 125% over last 2 years. 


NEW SOCIAL SECURITY LAW 
for SELF EMPLOYED 
Has Created A 
BIG PUBLIC DEMAND 
For A 
SIMPLIFIED WEEKLY 
BOOKKEEPING RECORD 


This beautiful 
and attractive 
display case 
shipped FREE 
with every 


DOME RECORD 
Gives You 
e EASY SALES e BIG PROFITS 
¢ A SURE REPEATER 
Retails for $3.00 
No Refills Are Sold 
Sold in Stationery Stores Everywhere 


ORDER FROM YOUR SUPPLIER TODAY 
OR FROM 


DOME Publishing Co., Inc. 


30-36 Smith St. ¢ Providence 3, R. |. 
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essential function in all leadership, but 
it should not overshadow teamwork and 
morale. As Gen. Robert E. Wood as 
chairman of Sears, Roebuck & Co. said: 
“While systems are important, our main 
reliance must always be on men.” 
Expenses and time can be managed. 
People can’t be managed—they are led. 
The executive who concentrates on a 
daily operations sheet which shows profit 
and loss is like the farmer who is proud 
of his big crop, but overlooks the fer- 
tility it has taken from the soil and 
which must be replaced. Some depart- 
ment managers and some proprietors of 
one-man businesses are so eager to have 
a good profit-and-loss statement that 
they deplete the human soil so they 
cannot get teamwork when times or 
competition become tough. When an 
executive studies an operations report 
he should keep in mind the people be- 
hind the figures. Profits and losses don’t 
make themselves, they come from the 4 typical installation of Convoy Chem-Board 
cooperation—-or lack of it—of people Storage Files as used for records storage by 
in the organization. a large mid-western chain of drug stores. 





““Paper Punches Every Office 


CLIX 


1-HOLE 
PAPER 
3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 4” hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


MODEL 3.. Punches 3 holes restaurant checks. 24 in counter 
\%" dia., spaced 4%" on cen- aE, display carton. 50 cent list. 


ters, 4%" from back binding MOD ’ 
edge — standard spacing eee > eee oe 


hole, 4%" indi. b 
II” x 8%" eheets. PAPER PUNCH] ole, 4%" from binding edge. 





Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
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BRAND NEW REPLIMAT 
ALL PURPOSE OFFSET 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual 
test to give 2 to 3 times more typing. 


Send for trial ribbon bee ea $1.25 
postpaid TODAY 1.B.M. $1.50 


R E P L i C A PRODUCTS 
CORPORATION 
Manufacturers of Offset 
Duplicating Supplies 
184 NASSAU STREET. NEW YORK 38. N. Y. 











The PARALINER Is a new device for rui- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a “— pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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CLAR‘O:TYPE 


CLEANS TYPE 


: 
eor® ( 


Bosses and typists 
alike endorse the 
deft, businesslike 
type-cleansing magic 
of CLAR-O-TYPE . . . so 
fast, so economical! Sas 
Sturdy dauber elim- wt Ta 
inates spattering and 

drudgery! Try it! 


AFTER 


60¢ at all stationers 
and typewriter dealers 





LATEST REVISED 
WITHHOLDING STATEMENTS 
FOR 1951 


Including N. Y. State 105 IBM Cards 


Snap-apart, carbon-interleaved, with all State 
combinations, fully approved. 4, 5 & 6 part 
sets. Single or strips. 
ALSO AVAILABLE: 
Approved NCR W-2 Forms 
N. Y. State Record of Employment 
(Termination Notice) 
Window envelopes for all forms 
BEST FORMS — BEST PRICES 
IMMEDIATE DELIVERY 


Call, write or wire 





Arex BUSINESS SYSTEMS 


t 








of the Office 





NIGP Conference 


The National Institute of Governmen- 
tal Purchasing holds its sixth annual con- 
ference and products exhibit at the 
Shoreham Hotel, Washington, D. C., Oct. 
21-24. Themed to ‘‘More Value for the 
Tax Dollar,’’ speakers will present ideas 
and suggestions to aid public purchasing 
agents during the national emergency. A 
problem clinic will answer questions pre- 
sented by registrants faced with present 
controls on public buying. Registration 
data can be had from Albert H. Hall, 
executive director, 730 Jackson Place, 
N.W., Washington 6, D. C. 


NABAC Convention 


The 27th annual convention of the Na- 
tional Assn. of Bank Auditors & Con- 
trollers convenes in New Orleans Oct. 
22-25. Speakers’ subjects include the 
protection of personnel and records un- 
der wartime bombardment and bank per- 
sonnel administration under government 
controls. There will be a panel session 
on bank costs, and another on taxes. 
Data from Darrell R. Cochard, executive 
secretary, 38 S. Dearborn St., Chicago 3. 


NACA Conference Schedule 


Four regional cost conferences will be 
held during the next few months by the 
National Assn. of Cost Accountants to 
consider the major problems of indus- 
trial accounting in the current defense 
economy, with emphasis on the role of 
the industrial accountant. More than 
1,500 members from 56 NACA chapters 
will attend the New England Regional 
Cost Conference in Providence, R. L, 
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Oct. 12-13; the Northwest Regional Cost 
Conference in Minneapolis, Oct. 19-20; 
and regional meetings in Indianapolis, 
April 4-5 and in Atlanta, Ga., April 18-19. 
The association will hold its 33rd annual 
international cost conference at New 
York’s Waldorf-Astoria, June 15-18. 
Subjects to be discussed at the regional 
cost conferences include assignment of 
costs to government contracts and sub- 
contracts, accounting problems of rene- 
gotiation, cost problems arising from 
price stabilization, production cost analy- 
sis and distribution cost analysis. 


Los Angeles Conference-Exhibit 


The NOMA Area 11 Inter-City Con- 
ference and Office Equipment Exposition 
will be held at the Hotel Biltmore, Los 
Angeles, Oct. 10-12, according to Ross A. 
Tunnell Jr., president of NOMA’s Los 
Angeles Chapter. The banquet will hear 
NOMA’s international president, Dr. R. 
P. Brecht. Other NOMA leaders who will 
be on hand: J. B. Andrews, Carnation 
Co., Seattle; F. G. MacIlroy, Commercial 
Controls Corp., San Francisco; F. L. 
Haskell, Wallace Barnes, Div. Associated 
Spring Corp., Bristol, Conn.; A. G. De- 
Vaughn, Retail Credit Co., Atlanta, Ga.; 
W. M. Bennett, Inland Container Corp., 
Indianapolis, Ind. and W. H. Evans, 
NOMA’s executive vice president. 

The conference program has _ been 
built around the theme ‘‘ Simplification 
Through the Proper Use of Office Facil- 
ities,’’ it was announced by H. N. Tail- 
leur, conference director. Among topics 
to be covered by addresses, workshop and 
discussion groups are: Induction and 
Orientation of New Employees, Improved 
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What the sewing machine did for sewing, ... securely fastens up to 20 sheets of me- 
the BATES ELECTRIC STAPLER does for stapling. dium weight paper. Say goodbye to tiring, 
A touch of the paper and the BATES ELECTRIC time-wasting manual stapling ... speed up 
makes its own rustless brass staple from a the job with a BATES ELECTRIC. Clip the coupon 
spool of wire . . . “shoots” it quick as a wink for full information. 


@ 5000 shots with one loading 

@ Smaller than a typewriter... only 27 Ibs. 

@ Extremely quiet 

@ Rubber “toes” prevent damage to desks 

@ Tested for 4 years... hundreds in use 

@ 110-120 AC mofor drive... hair trigger switch 

@ Saves time and trouble ... actually pays for itself in a short time. 


THE BATES MFG. CO., 30 Vesey St., New York 7, N. Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER. 


DONG icsniticnrnsvedeniievasstessdadientineininaacenuicsnia) Pe irtaiditccnnittesotessiets a 


AUN cx x '.saat co uisantcaesteus al benateivanionscusiiebieasdadeapbedacnondetns eliaocidebenbpeiendiag a 


he Bates Manufacturing Co., Grange, W.J. © N.Y. Offices, 30 Vesey St. 
a beri Staplers ——-Perforators 
ao se List Finders Eyeleters, etc. Address 


My stationer is 





ALL AROUND THE OFFICE 


THIS “TAPE TRIO” 
SAVES TIME, 
CUTS COSTS! 


4 


\e 


AT EACH DESK— in the mailroom—in the tecting. They stick-at-a-touch, stick-to the- 
stockroom, these three ‘“‘Scotch’’ Brand tapes job, perform perfectly through the roughest 
do dozens of time and money-saving jobs... handling! Order this handy ‘Tape Trio” 
mending, sealing, holding, attaching, pro- from your regular supplier today. 


ah 
AAAS 
NOUS , ) : Bei! . 
FAMOUS “Scotch” Brand Cel- DOUBLE-COATED transparent STRONG “Scotch” Brand 
lophane Tape No. 600... “Scotch” Brand Pressure- Acetate Fibre blag No. 750 
transparent. Seals, holds, splices, sensitive Tape No. 666 has ad- protects documents, blueprints, 
mends quickly and easily. It hesive on both sides. It’s perfect envelopes with a lasting, tear- 
belongs on every desk. Order for attaching endorsements, proof edge...binds booklets, 
tape and tape-saving dispenser riders. Thin but tough, it won’t memo and check pads. Use with 
. .. your supplier has both. interfere with writing or typing. “edger’’ shown above. 








QUICK FACTS 
on “SCOTCH” BRAND 
Pressure-Sensitive Tapes 


@ FAST—ready to apply. Need no 


moistening, no activating. . Dioseits Sendhve 
@ ECONOMICAL — reduce waste, save - 
labor time. S Tapes 
@ DEPENDABLE— adhesive grips firmly, “ 
positively. 

















The term “Scotch” and the plaid design are registered trade marks for the more than 100 pressure- 
sensitive adhesive ta made in U.S.A. by Minnesota Mining & —y Co., St. Paul 6, Minn. — also 
makers of “‘Scotch”” Sound Recording Tape, ‘“‘Underseal’”’ Rubberized Coating, ‘‘Scotchlite” Reflective 
Sheeting, “‘Safety-Walk” Non-slip Surfacing, ‘3M’ Abrasives, ‘3M’ Adhesives. General Export: Minn. 
Mining & Mfg. Co., International Division, 270 Park Avenue, New York 17, N. Y. In Canada: Minnesota 
Mining & Mfg. of Canada, Ltd., London, Canada. 
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Communications Between Management 
and Employees, Improving Productivity 
Through Practical Methods and Organi- 
Design and Control, Controlling Costs 
Through Practical Methods and Organi- 
zational Planning and Policies. Over 31 
leading manufacturers will display their 
office products. Registrations should be 
made to NOMA, Room 507, 610 S&S. 
Broadway, Los Angeles 14. 


Internal Auditors Meet 


The tenth annual conference of the 
Institute of Internal Auditors will be 
held at the Hotel Roosevelt, New York, 
Oct. 14-16. Allen Howard, Shell Oil Co., 
is general conference chairman and 
Peter A. Schlenker, Transfilm, Inc., is 
co-chairman, Business sessions Mon., Oct. 
15 will cover managerial auditing, per- 
sonnel, methods and procedures. Tues- 
day’s sessions will cover 11 industry 
groups. The complete program and regis- 
tration information can be had from 
Room 3307, 120 Wall St., New York 5. 


Simplification Round Table 


A management round table on work 
simplification will be held on ten consee- 
utive Mondays, beginning Oct. 8, by the 
New York University College of Engi- 
neering, Dean Thorndike Saville an- 
nounced. Meetings will be held at 22 


Members of the 
American Society of 
Questioned Docu- 
ment Examiners in- 
spect printed checks 
at Todd Co. L to r.: 
John J. Harris, John 
L. Harris, Albert D. 
Osborn, Clark Sell- 
ers and George W. 
Adlam, chief inves- 
tigator for Todd 
Co. The society has 
only about 20 mem- 
bers. 
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Washington Sq. N., and laboratory work 
will be performed in the motion study 
laboratory on University Heights in the 
Bronx. Ninth in a series of such round 
tables sponsored by N.Y.U., it will cover 
industrial work, administrative and cler- 
ical duties. Group A will cover adminis- 
trative and clerical problems involving 
work distribution, office layout, paper- 
work simplification, records and reports 
study and work-place arrangements with 
case-examples. Group B will study indus- 
trial work. Conferences will be conducted 
by Profs. David B. Porter and William 
R. Mullee, assisted by recognized author- 
ities in the various fields. Enrollment in 
each group will be limited to twelve per- 
sons whose present responsibilities per- 
mit them to initiate work simplification 
programs in their own organizations. De- 
tails from Prof. Porter, N.Y.U. College 
of Engineering, New York 53. 


Rural Records Center 

Business Archives Center, Inc., under 
the technical supervision of Emmett J. 
Leahy, who is also president of National 
Records Management Council, has leased 
for a long term of years a new moder 
one-story fireproof brick and steel build= 
ing in the Hunterdon Hills section of 
western New Jersey, midway between 
New York and Philadelphia to servé 
these cities as well as Trenton, Newark 








TYPEWRITER ERASER 
SNAP-ATTACHED HERE 
ALWAYS HANDY 


U.S. Patent No. 2,522,111 


EVERY TYPIST NEEDS IT! 


Here's the amazing new patented erasing 
shield that everyone's talking about! Long 
handle and unique twin design make it clean 
and easy to use. No more smudging of 
copies. Excellent for Snap Apart Forms. 


1 Allen-Quik Twin Erasing Shield $1.00 
6 Allen-Quik Twin Erasing Shields $4.50 
12 Allen-Quik Twin Erasing Shields $8.00 


Delivered postpaid in U.S.A. 


USE COUPON NOW and get FREE SAMPLES OF 
ALLEN’S INDICATOR TYPEWRITER CARBON PAPER 
STATIONERS & DEALERS: Get on the _ band- 


wagon with this terrific ‘‘door-opener''. Liberal 
discounts. 


ALLEN & COMPANY 


Manufacturers of Carbon Papers—Inked Ribbons— 
Laboratory Controlled. The home of ‘‘Alco” products. 


11-15 Vandewater Street, New York 38, N. Y. 
SSSR EE SREB ee eee 
ALLEN & CO. Dept. 7A 11-15 Vandewater St., N.Y. 38 
Enclosed find $ for Allen-Quik Twin 
Erasing Shields, postpaid with FREE SAMPLES of 
INDICATOR CARBON 


size: 8% x11 8% x130 


Address 


Our dealer's name 
and address 
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and defense plants located in New Jer- 
sey. A 17-ft. ceiling height gives the 
12,000 sq. ft. building a capacity of 
200,000 cu. ft. of storage space for origi- 
nal and duplicate business records or 
microfilm copies away from bombing tar- 
gets. The building is surrounded by sev- 
eral acres of land, to provide room for 
expansion and ofters lower costs than 
city records storage, instant reference 
service by tie line phone direct to the 
man while he is actually looking up the 
records stored there and daily pickups 
and delivery of business records. Origi- 
nal or duplicate business records can be 
stored at the new center for 20 years 
for the comparable cost of microfilming 
the same records. 


Cheaper Folding Money 


The U. S. Bureau of Engraving has 
cut the cost of printing paper currency 
through the use of a quick-drying, intag- 
lio ink varnish developed by Hilton- 
Davis Chemical Co., Div. of Sterling 
Drug Ine. Annual saving to the Bureau 
of Engraving is understood to approxi- 
mate $1,000,000, and 300 fewer em- 
ployees are required. Baking the paper 
currency to set and dry the ink has be- 
come an overnight job instead of requir- 
ing two weeks. Slip-sheeting printed pa- 
per is no longer necessary. This has re- 
duced handling the currency and, there- 
fore, the time spent in frequent recount- 
ing for reasons of security. 


Are Your Guide Tab 
BROREW? tia 


fBenton Coal Co 
| 


Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 
Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink, or red. 
insertable labels in perforated strips for typing. 
i 1 in. wide and 2 in Tops straight or bent 


. 1 in. wide and 2 in. Tops straight or bent 
postpaid to responsible firms on 30 days’ trial. Price 
list free. 

Samples (5 or less) 2 cents each. 

30,000 used by Dennison Mfg. Co., 

Framingham, Mass. 


CHAS. C. SMITH, Mfr, Box 731, EXETER, NEB. 
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Time-Motion Contest to the clinic have been invited to enter 
the competition. Presentations will be 
made by methods engineers through the 
tion study engineers for outstanding de- use of motion pictures, slides, charts and 
velopment of improved methods in in- demonstrations of before and after 
dustry will be a feature of the 15th phases of each improvement, accom- 
Annual National Time & Motion Study panied by a brief explanation of the pro- 
Clinie Oct. 31-Nov. 2 at the Sherman cedures involved. Industrial Management 
Hotel, Chicago, and 2000 executives and Society, whose research division sponsors 
engineers are expected to attend. Com- the clinic, will grant Ist, 2nd and 3rd 
panies who annually send representatives place awards. Winners will be selected 


Achievement awards to time and mo- 





THE BANCROFT FOLDING MACHINES Ltd. 
Proudly FOLDI the 


BANCROFT Jr. FOLDING MACHINE 


Ideal for Duplicating Departments 


In Large Offices and Offset Printers. 
Portable and Silent. Quick and Simple Setting. 20 times 
faster than hand folding. Fully Motorized. 

Now available and sold through franchised dealers 

New York, New Jersey and Pennsylvania. 

See it at the National Business Show, Booth 223. 
DEALERS: Exclusive franchises open in some territories. 
Write todvy for information or telephone Rahway 7-2337. 

Exclusive Agent and Distributors for the U.S.A.: 

IMEX Sales Organization, R.F.D. 2, Box 199, Rahway, N. J. 








Every B. F. Goodrich 
platen is tested for per 
fection before ‘it leaves 
the factory — to assure 
you of the finest in 
workmanship and mate 
: ; rials. 

: Your. local typewriter It pays to buy the brand 

Se “¢garries the name you can trust— 
B. F. GOODRICH 

First in Rubber 








World Wide sistribetos 
unenens § SHIPMAN-WARD Mec. Co. 
SHOP EQUIPMENT [P43 WN Oe 


*t AND SUPPLIES 


Phone DElaware 7-1090 + Cable “SHIPWARD”’ 
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New! “Punchless” Binder 
Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revolution- 
ary “Punchless”. Zip — it’s open! 
Zip — it’s closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 

The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with “Punchless” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 
Co., 153 W. 23rd St., N.Y.11,N.Y. 


CADDO 


“PUNCHLESS” BINDER 





by an impartial panel of judges chosen 
from industrial leaders attending the 
conference. 


nT 


National Conference 
& Exhibit Calendar 


National Noise Abatement Symposium, 
Technology Center, Chicago, Oct. 5. 
American Institute of Accountants, Chal- 
fonte-Haddon Hall, Atlantic City, Oct. 

7-11. 

Systems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 10-12. 
NOMA Inter-City Conference, Hotel 

Biltmore, Los Angeles, Oct. 10-12. 

Institute of Internal Auditors, Roosevelt 
Hotel, New York, Oct. 14-16. 

American Management Assn., Office 
Management Div., Hotel New Yorker, 
New York, Oct. 18-19. 

Mail Advertising Service Assn., Hotel 
Schroeder, Milwaukee, Oct. 13-17. 

Canadian Office Equipment Dealers 
Assn., Chateau Frontenac, Quebec, Oct. 
19-20. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 

National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 

Time & Motion Study Clinic, Sheraton 
Hotel, Chicago, Oct. 31-Nov. 2. 

Society for Advancement of Manage- 
ment, Hotel Statler, New York, Nov. 
1-2. 

Pittsburgh Business Show, Hotel William 
Penn, Pittsburgh, Nov. 7-9. 


Preventing Fires 


(Continued from page 92) 


such factors. 

Offices generally involve a great deal 
of combustible contents. For the pro- 
tection of such occupancies, therefore, 
automatic sprinkler systems should be 
considered. Automatic sprinklers are 
one of the most important fire fighting 
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tools we have. If it were not for auto- 
matic sprinkler protection our modern 
industries could not use the large manu- 
facturing areas essential to mass pro- 
duction. Sprinklers were developed to 
deal with industrial fire hazards and 
the National Fire Protection Assn. has 
given the development of sprinkler pro- 
tection a great deal of attention 
throughout the entire period of the as- 
sociation’s life. We have kept careful 
records of fires where automatic 
sprinkler protection has been provided 
and the figure of 96% effective perform- 
ance on the average for all property 
testifies to the effectiveness of this form 
of protection. 

Persons considering sprinklers for 
offices sometimes raise a number of ob- 
jections to sprinklers. For example, the 
appearance of the necessary piping and 
sprinkler heads is often raised as an 
objection. This is easily answered by 
simply suggesting that modern build- 
ings which are sprinkler-protected be 
looked at. It will be perfectly plain, 
if architects and sprinkler engineers 
will use a little common sense and in- 
genuity, that piping can be installed 
where it is not readily noticeable and 
heads may be strategically placed with- 
out interfering with appearance. 

Objection to sprinklers is sometimes 
on the grounds that they are a source 
of possible water damage. This is a 
thoughtless observation because one of 
the great advantages of automatic 
sprinklers is that they put water only 





WELCOME TO THE 
{ith AREA INTER-CITY 


Conference and 
Office Machine Exposition 


BILTMORE HOTEL, LOS ANGELES 
OCTOBER 10-11-12 


Sponsored by the Los Angeles Chapter of 
The National Office Management Association 
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Prints on Postcards - 
Shipping Tags - Labels 


Boxes ¢ Cartons ¢ Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


MULTISTAMD 


MANUFACTURED ONLY BY THE MULTISTAMP CO., INC., NORFOLK, VA. 
THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


@ A “rubberless” stamp in one minute for 2c 


@ Type, write, draw, trace on low-cost stencil 
@ 1000 or more copies from 1 stencil ...one inking 
@ Non-mechanical . . . made of non-corrosive metal 
@ Replaceable ink pads 

© 8 Complete Outfits . . . $9.50 to $99.50 


POPULAR No. 3—POSTCARD AND LARGE TAG SIZE 
Durable case includes 12 stencils, $ 50 
ink, ink brush, stylus pen, writing ] G 

board, type cleaner, correction 
varnish, illustrated ,instructions. Veh fon 


At Your Office or Shipping Room Supply Dealer 











EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 
ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 


antee prompt personal attention, lowest 
prices and absolutely reliable service. 


119 LAFAYETTE STREET 
NEW Y 13, N. Y. 
Cables: “ERGIBIAN.” Telephone: REctor 2-6580 














FORCE oFFrers NEW 


Have you 

heard about 

the new 

Sales Arrangement 

that Force made available 
to dealers at the 

National Stationers’ 


—— ra ys ontrolled Front Feed Stop 
Chicago Gives Precision Alignment 
September 


memory “b2z%h? FOR FAST, ACCURATE TYPING 
eg Pee. OF BOTTOM LINE INDEX 
al Dee, ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


THREE QUARTERS OF A CENTURY’S SERVICE 


WM. A. FORC or 
a Ask Your Visible Systems Supplier 
= & COMPANY. INCORPORATED 3 or write to PaLiky MFG. cb 
WORT; SERRE, | ee NOR AS) MY 280 Main St., Worcester, Mass. 





J.A.HEINRICH 


mera, _, oi s |DANKERS 
Personal ae | | HAMBURG tI 


FILE! | Bh | GERMANY senza 


KEEPS YOUR PERSONAL PAPERS 
SAFE—HANDY—CONVENIENT! | | 
Meets your every demand for a top quality personal | I" 
file. Large secret chamber with 5 storage envelopes. 
Main compartment with 20 file folders, Fire resistant. | pe “| 
° U 


Water repellent, Swivel front opens a full 3 inches. 
Two locks. Two keys. Made of heavy yauge metal for | 


Cine nay p= ge — hammerloid finish. | I Xe = S Ss OR] E S 


x 5Yo” deep. Packed 1 to car- squs 


ton. Shipp. Wot. & Ibs. A top 
value. Order your needs today. LIST 


MASO STEEL PRODUCTS for all office machines 
Dept. O, 81 W. Van Buren St., Chicago 5, Ill. 
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on a fire. If, in the absence of 
sprinklers, you have to depend on man- 
ual fire fighting, you have got to recon- 
cile yourself to increased water damage 
due to the difficulties of putting water 
on a fire effectively with hose streams 
in inaccessible places or where there 
is smoke. The likelihood of water dam- 
age, other than from a fire, is extremely 
remote, although it is possible if the 
system is badly designed or if manage- 
ment or maintenance employees are in- 
different and allow the system to freeze 
or be subjected to mechanical injury. 
The very low insurance rates, however, 
for sprinkler leakage insurance show 
that this is not a major hazard as com- 
pared to the hazard of fire damage 
itself. 

We run into the same objection to 
the use of automatic sprinklers in hos- 
pitals and hotels. Sprinklers are not 
going to operate unless there is a fire 
and if there is a fire the patients or 
hotel guests are subjected to a much 
greater danger from fire than from 


Cures eraser ‘“‘losers,’ 
Saves no end of time. 


of finest rubber; choose 
ERASING, GRAY FOR INK. 


lindrical s 
ED FO 


POCKET CLIP STYLE FOR GENERAL USE 


BRUSH WHISK STYLE FOR TYPISTS 
(illustrated) 

Refills, of course. 

Not a mechanical gadget. 

cap and move the eraser forward. 

Tops for typing, accounting, drafti 

tive, professional and student use. 


Ask your statiener to show you WELDO 
‘JET’ ERAS 


ratifies eraser users. 


R 


Just unscrew the 


ERS. Look for—buy from—this Jet Dis- 
play Card that you'll see in many stores. 


WELDON ROBERTS RUBBER CO., Newark 7, N. J. 


sprinkler water. 


Fire protection engineers are perhaps 
most distressed when they find individu- 
als who regard these devices as some- 
thing of a frill. Early in World War 
II, some bright souls in military estab- 
the War Production 
Board, decided that sprinklers were a 
frill and that it would be desirable to 
sprinkler 


lishment and in 


save the materials which 
piping and equipment would take. 
was only after much critical material 
had been lost in disastrous fires i 


warehouses, due to the lack of sprinkler 
protection, that the policy was estab- 
lished that important warehouses were 
to be given the same protection which 
would be customary in a well-managed 


industry and be equipped throughout 
with automatic sprinklers. 


If fires are regarded as inevitable or 
are thought of as Acts of God, they 
probably will be inevitable, but people 
who have made a study of the subject 
do not think that fires are inevitable. 


You don’t have to have a fire! 


HI-POPULARITY ‘CONVENIENCE’ ERASER 


In Attractive Transparent Holder 


tick eraser 
PENCIL 


ng, execu- 


N ROBERTS 
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President of Royal 


Fortune Peter 
Ryan was. elected 
president and a di- 
rector of Royal 
Typewriter Co., at 
the regular meeting 
of the board last 
month. He succeeds 
Maxwell V. Miller 
who died suddenly 
Aug. 28. ‘‘ Although 
final figures for the 
fiseal year ended July 31, 1951, are not 
yet audited, dollar sales volume of Royal 
Typewriter was the highest in the com- 
pany’s 47-year history,’’ Mr. Ryan re- 
ported. ‘‘Increased taxes, however, will 
reduce dollar per share earnings substan- 
tially below those of the record fiscal 
year ended July 31, 1948, when Royal 


Fortune Peter Ryan 


earned $4.98 a share on the common 
stock. But earnings per share will be 
the second largest in history.’’ In 1934 
Mr. Ryan joined Royal as an apprentice 
in the New York City branch service de- 
partment. After learning how to clean 
and overhaul a typewriter, he was trans- 
ferred to the sales division. There he 
was assigned to various New York City 
territories as a junior salesman. In 1936 
he joined the general sales department 
as branch office correspondent, later be- 
coming assistant to the vice president. 
He served until 1942 when he entered 
the U. S. Army Air Force and after dis- 
charge as a captain in 1945 he rejoined 
the company. In 1946 he was appointed 
assistant to the president. In 1948 he 
was elected a vice president, continuing 
as assistant to the president. Mr. Ryan 
is a member of the third generation of 


Army Wacs operated these A. B. Dick Mimeograph Duplicators which ran 24 hours a day for 6 


days at the Japanese Peace Conference in San Francisco. 


The men above are Hazler John- 


son, Reproduction Bureau, Washington, D. C., and John Butters, Mimeograph Dept. Manager, 
Ward Harris, Inc., San Francisco. 
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Banish “SQUINT-EYE-TIS” # "ee with Clear, Sharp 
eer \ Carbon Copies . . . 


CARBON PAPER 


Do you have to squint and squirm when you try to decode words 
and figures on illegible carbon copies? Then you know how 
irksome it must be when dim, smudgy copies of 

orders, sales reports, quotations or other data 

are read by various members of your 

organization. TARA Carbon paper elimi- 

nates ‘‘Squint-Eye-Tis’’ — makes every copy 

legible, easy to read. 100% rag 

tissues and exclusive silver-shield non-curl 

backing make TARA lie flat, saves typist’s 

time in handling. Erasures are neat...retyping 
unnecessary. And surprising as it may seem, 

TARA costs less, yet out-performs old 

lines in every way. 


Make the “SQUINT-EYE-TIS” Test! THE AMERICAN CARBON PAPER CORP. 


Try TARA Gates Paper on ; 

your own work. One glance will | pie Se ECS 
show you the difference in cleaner, SEND FREE SAMPLES of TARA C. 
clearer, sharper multiple copies. — : 

Free samples without obligation. PAPER and prices: for use on 


typewriter for 


—MAIL Coupon Now: 


‘ | 








SMEAD’S TELL-1-VISION SYSTEM 


REG. VU. S. PAT OFFICE 





READS LIKE A 800K 
LEFT TO RIGHT- 
GROWS AS NEEDED 

B 











SMEADS 
TELL-T-VISION 


a 
By using Smead's Tell-I-Vision filing system, you can 


reduce filing time. The alphabetical-color signal 
system for finding — and the numericol-color signal 


system for replacing — moke filing easy, fast, and 


ocewrote. Colorful Plastie Tabs 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 


¥ 
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the founding family. His father was the 
late Allan A. Ryan, the first president 
of Royal, which was founded in 1904 by 
their grandfather, Thomas Fortune Ryan. 


American Lithofold Appoints 


R. J. Blauner, president, American 
Lithofold Corp., announced new appoint- 
ments for its offices in principal cities 


Miller - Bryant - Pierce, 


makers of Miller Line 
ribbons and carbons, 
have completed the sixth 
large addition to their 
main building at Aurora, 
Ill., which adds a third to 
their 1950 floorspace. 
Part of the enlarged 
building and offices are 
shown. The expansion im- 
proved production, stor- 
age and shipping facili- 
ties to meet an increas- 
ing volume of business. 
The building can take an- 
other story and the firm 
owns adjoining land for 
future expansion. 
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The new plant and 
offices of Robotyper 
Corp. at Hender- 
sonville, N.C., were 
visited by over 2000 
people during a 3- 
day Open House. 
Location _ provides 
for further expan- 
sion and _ better 
shipping routes to 
all points. This will 
allow firm to keep 
up with increased 
business. 


east of the Rocky Mountains. Albert M. 
Bridell was elected vice president by the 
board of directors. Mr. Bridall has been 
with the company since its incorporation 
15 years ago and moves up from his pofi- 
tion of division sales manager for the 
Chicago area. Leonard W. Bergmann, 
active in plant operation for the com- 
pany for 13 years and in charge of the 





Representatives from || cities attended the 3-day specialized service conference of American 
Lithofold Corp. Front row, |. to r.: George Grady, William Rau, Allan Meissner, Edward 
Bieschke, Maurie Harvis, George Putnam, Chester French.. 2nd row: Leonard Bergmann, 
Charles Moling, Homer Stanhope, Albert M. Bridell (vice president), Alex Pomerantz, Ralph 
Rhue, Walter Carlton, Willard D. Egolf. 3rd row: Irv Keldsen, Rex Brumgart, Calvin, Haan, 
Louis Grendeske, Frank Mayr, Martha Andersen, John Birely, Robert Robertson, William 
Grimes, A. G. Blauner, Ross Dillon. 4th row: Maxwell Granat, Richard Chesrown, Edward 
Taylor, Gene Sponheim, William Killoren, William Halliday, John Gassner. 


DO YOU KNO 


THESE FACTS ABOUT TH& 


@ 44 Non-glare keys. 


@ Line lever. 
for different spasons: 
single, 12 and double line. 


@ Automatic ribbon reverse. The new Olympia Personal Typewriter offers a maximum 
p= ‘ f outstanding features, Its light touch assures fast typi 

® Clear with high impact strike. ne bape yping 

type 9 P with minimum effort. Clear, sharp type faces guarantee 

perfect, easy to read letters and permit from 6 to 12 clear 


@ Type-bars hardened to full length will carbon copies. Many handy typing controls for i 
hold alignment indefinitely output. ve ye Petrone 


@ Silent corriage return. 


Made in Western Germany Write for illustrated literature today! 


INTER-CONTINENTAL TRADING CORP. 90 west st., N.Y. 6, N.Y. 
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American Lithofold plant in New Jersey 
for four years, now serves as vice presi- 
dent and sales manager for the south- 
west division. Alex Pomerantz, another 
13-year man, sales manager in the Chi- 
eago area from 1946 until his new ap- 
pointment, became assistant secretary 
and sales manager of the northern divi- 
sion, consisting of seven states. After 
seven years with the corporation, Ralph 
Rhue has been appointed central division 
sales manager in charge of Michigan and 
Ohio, with headquarters in Detroit, 
where he went as district manager in 
1950. Simultaneously with his appoint- 
ment, announcement was made that De- 
troit would be central headquarters for 
the Michigan-Ohio area. District mana- 
gers for new offices opened in Toledo and 
Cincinnati are: Richard Chesrown for 
Toledo at 538 N. Erie St., and Ross D. 
Dillon for Cincinnati in the Federal Re- 
serve Bank Building. 


Queen Promotes Du Pre 


Henry Ring Sr., president, Queen Rib- 
bon & Carbon Co., announced the promo- 
tion of Arthur L. Du Pre to vice presi- 
dent and director of sales. Mr. Du Pre 
had been Queen sales manager for the 
past seven years. This is in line with the 
company’s expansion program. Mr. Du 
Pre’s new duties will include all sales 
policies and functions coordinating sales 
of the two plants, in Brooklyn, N. Y., 
for serving the east and in Chicago for 
serving the west. Long associated with 
the office supply field, he will be charged 
with marketing a variety of supply items 
including carbons, ribbons, spirit and 
hectograph carbon and one-time carbon 
paper. 


Paper Sales Manual 


‘‘How to Sell Commercial and Social 
Paper,’’ is Manual 10 in the National 
Stationery & Office Equipment Assn. 
sales training series. Commercial and so- 
cial papers are treated separately in the 
manual because of their merchandising 
differences. Over 100 illustrations plus 
many useful charts and tables describe 
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WHEN YOU BUY OFFICE FURNITURE 


Specify Desks by Euuuperial 


ASK YOUR DEALER 


imperial 


DESK CO. 
Evansville, Indiana 


ADDING MACHINE PARTS 


Serving Dealers for ‘20 Years 
Write for Our Cataloa 
TTT tee erry || 
|. A. DEHN. JR. 


The Pioneer. Adding Machine Ports Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P, O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 

















@ BooKKEEPING 
@ CALCULATING 
@ ACCOUNTING 


ented; repaired or re- 
conditioned. Write for 
current prices. ‘ 


321 BROADWAY « NEWYORK? WY 
WO 4-1240°¢ rable: Hodgmach 





NY 6)0) 
Durilium Point 


per doz 


@ Always Sharp 
@ Feels Sharp @ Stays Sharp 


FISHER PEN COMPANY 
757 Waveland Ave., Chicago 13, Ill 








VALET Y8 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 








Wraps are exposed to air 

and light. Employees do not face the 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 
Lockerettes save space too ... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 [illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 





VOGEL - PETERSON CO. 
24 v jan fe 1 


Chic 


the many kinds of papers and envelopes, 
their uses and how to sell them. Ques- 
tion lists and glossary are included as in 
previous manuals. A separate leader’s 
guide assists the sales manager in plan- 
ning and conducting his training ses- 
sions. The manual, printed in three col- 
ors, contains 52 pages and comes punched 
to fit into the standard 81%” x 11” 3-ring 
binder. There is a list of over 250 of 
the most common commercial paper 
brands, their cotton fiber content and 
their manufacturers. Manuals are avail- 
able only to dealers, manufacturers, and 
field representatives who are members of 
NSOEA. 


Jim Ward Joins Ames 

Ames Supply Co. 
announced that Jim 
Ward has been 
elected vice  presi- 
dent in charge of 
their newly orga- 
nized Dealers Pub- 
lic Relations De- 
partment, created 
with the combined 
interest of Mr. 
Ward and Ames to 
assist office machine dealers in the devel- 
opment of their businesses. Mr. Ward 
will attend dealer meetings as one of 
Ames’ representatives. His widespread 
reputation of having done so much for 
the used office machine industry in the 
past 40 years makes him the ideal per- 
son for this job. Dealers from coast to 
coast showed their appreciation of his 
efforts recently, when he and Mrs. Ward 
celebrated their golden wedding anniver- 
sary, by a testimonial dinner and floor 
show at the Edgewater Beach Hotel in 
Chicago. At the beginning of World 
War II when used typewriters were 
frozen, the National Office Machine Deal- 
ers Assn. recommended Mr. Ward to 
head the procurement program for buy- 
ing used typewriters for the Armed Forces 
and having them rebuilt by the dealers. 
Jim Ward did an outstanding job, both 
for the government and the dealers. He 


Jim Ward 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


ol 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


® 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N_. Y. 








NO TYPEWRITERS! 


We Deal Exclusively in 


BOOKKEEPING, 
CALCULATING, 
& ADDING 
MACHINES 


WE OFFER LATE MODEL 
REBUILT OR ROUGH. 


WE NEED: 


NATIONAL CLASS 3000 
ii] ij 2000 
FRIDEN CALCULATORS 


Write or Call GArfield 2343 


VON SOOSTEN & CO. 
804 PINE ST., ST. LOUIS 1, MO. 
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MAGIC-JOG PAPER JOGGER 
Just the Weight of the paper 
starts the jogging action. Pays 
for itself quickly in mail rooms, $99.50 
duplicating rooms, file rooms, 
etc. Handles all weights of 
paper. 12" x 10" deck. Light MODEL 
but strong. Fast and efficient. A-12 
Operates on 110-120 A.C. 
Available also for D.C. 

Order today. Satisfaction is guaranteed! 
ony, 
i MAGIC CIRCLE MANUFACTURING CORP. 
‘eq co* 6136 E. Admiral Place 
Tulsa 8, Oklahoma 





Reduce 
With Maintenance 
"Belle-Vue" 


ELECTRIC FAN 


Costs 
COVERS. 


@ WATERPROOF 
@ DUSTPROOF 

@ CRACKPROOF 
@ FLAMEPROOF 


ECONOMY 
PROTECTION 


For idle fans against 
dust and dirt which 
shortens the life of 
every fan. Now available 
in TEN sizes for use in 
OFFICE, FACTORY, 
STORE, etc. WRITE TO- 
DAY for samp.e and 





MR. DEALER: Your 
customers will appreci- : 
ate it a " en suggest prices. 


“ 
on “aan If your statiomr can- 


te ae “thelr fan stor- J 
age problems. not supply you, write 
direct. 








MANUFACTURED AND DISTRIBUTED BY 


BUDLEW PRODUCTS CO. 29.5, 2scte,.ti 





“Save “lime wtth 
Ktte- Line” 


THE MODERN COPYHOLDER 
RITE-LINE CORP, 1025: 15m SroetN. W. 
RITE-LINE copyvwo ipber 


Mayfair STEEL TRANSFER CASES 


IMMEDIATE DELIVERY 
LETTER & LEGAL 
SIZES 





Can Be Stacked As High As Desired 
Easy Sliding Roller Pull-Out Drawer 


No. 1-R LETTER SIZE, 12°'x101/s''x24"" 
No. 2-R LEGAL SIZE 15°'x10'/4''x24"' 


WRITE FOR CATALOG—See our complete line of 
office card files, cash boxes, desk drawer inserts, desks, 
file stools, desk lamps, letter trays, personal files, post 
and ring binders, smokers, sorting trays, stationery 
racks, steel box files, typewriter tables, vertical files, 
waste baskets. 


THE MAYFAIR CO. 


188 


315 N. Desplaines St. 
CHICAGO 6, ILL. 


ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 

gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE . . 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 

writers. 


WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 13-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS’ EQUIPMENT CO. 








Sie THE OFFICE MACHINE 
STAND YOU CAN'T TIP OVER! 


eee 


Tusco Stands are adjustable for uneven 
floors, they won't vibrate, won't tip over. 
Made for all electric typewriters and 
most business machines, Tusco Stands safe- 
guard your machines against expensive 
repairs, give more operator comfort. 


Write for folders Today! 








TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
Established 1921 


THe Orrice-—October, 1951 








hopes no one will hesitate to call or 
write him when they feel they need his 
assistance. His office is located in the 
Chicago office of Ames Supply Co. 


Heads Tabulating School 


Brant L. Killeen has been appointed 
manager of the Remington Rand Tabu- 
lating Machines Training School at Ilion, 
N. Y., R. T. MeGinnis, general service 
manager, announced. Mr. Killeen suc- 
ceeds O. J. Hobb, who was recently 
transferred to the New York home office 
staff. 


Ditto Western Headquarters 


Ditto, Inc., occupied its newly estab- 
lished western regional headquarters 
Aug. 15. The company has leased a 
building at 702 East 14 St., Oakland, 
Calif. Remodeled with new offices and 
other facilities, this building will be the 
company’s western regional headquarters 
and home of the western printing divi- 
sion, serving six western branches and 


A Hiller Helicopter picking up a Marchant 
Calculator for use at Hiller's Redwood City, 
Calif., plant. 


45 dealers. New and modern equipment 
has been installed for production of 
printed business systems forms for use of 
Ditto equipment in which the company 
specializes. H. G. Denyven, who man 
aged Ditto Press in Cincinnati for the 











TYPE CLEANING MADE EASIER 


machine operotors want 
*Norta Piostic Type Cleaner 
“it's easy to use—no mess 
—no liquids to spill, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request ...write to 
NORTA DISTRIBUTING COMPANY 
N23 Broadway, New York 10, N.¥. 





Saute Time wrk Money Wilh 
The OBIGINR: 
0 OOK ENVELOPES 


+ \ESTABLISHED 1902: 
GLASSINE on CELLULOSE TRANSPARENCY 
4 Size and Style for EVERY PURPOSE 





Write for Samples 








Tike STANDARD 
OUTLOOK ENVELOPE CO. 


1001 W. WASHINGTON BLVD., CHICAGO, ILL. 


Deseadasic MUTOCOPY 
DUPLICATOR PRODUCTS 


aud SUPPLIES 

FOR STENCIL, 

GELATIN cud 
LIQUID PROCESSES 


AUTOCOPY, INCORPORATED 


466 WEST SUPERIOR, CHICAGO 10, ILLINOIS 
18 WEST 18 STREET NEW YORK i1 N Y 


WRITE FOR LATEST CATALOG 
International Cash — Parts Co. 


) Cosh Registe Ports C 
SON STREET, CHICAGO 18, “ILLINOIS 





past ten years, has been transferred to 
the Bay area to manage the western 
printing division. W. M. Hinton, western 
sales manager and John Mangels, west- 
ern dealer sales manager, will have offices 
at the Oakland headquarters. 


Strathmore Officers 


Cassius M. Bryan was elected chair- 
man of the board of directors and F. 
Nelson Bridgham, president, at a meet- 
ing of the board of directors of Strath- 
more Paper Co. They succeed the late 
George E. Williamson who held both of- 
fices. Both men have been with the com- 
pany many years, Mr. Bryan since 1901 
and Mr. Bridgham since 1910. 


SoundScriber in San Francisco 


R. W. Davidson, vice president and 
general manager, SoundScriber Corp., an- 
nounced the appointment of Leslie D. 
Fries as distributor for SoundScriber 
products in the San Francisco area where 
he has represented the company as a 
dealer for the past two years. He oper- 
ates his distributorship under the name 
of Dictating & Recording Equipment Co. 
at 157 New Montgomery St., San Fran- 
cisco. 


Job Accidents Increase 


The office, store, and restaurant fix- 
tures industry (whose statistics are in- 
cluded in one group) ) showed the biggest 
industry increase in manufacturing work 
injuries for the first quarter of 1951. 
Greater employment and longer work 
hours have contributed to the increase. 


NOMDA Window Contest 


National Office Machine Dealers Assn. 
announced its second annual Christmas 
window display contest for its members. 
There will be a $50 first prize, $25 see- 
ond prize and five $5 prizes for dealers 
who trim their own windows. Rules can 
be had from Harold Mann, executive sec- 
retary, 1267 N. Wilton Place, Los An- 
geles 38, 
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3M Texas Headquarters 


Establishment of a regional sales of- 
fice and warehouse in Dallas was an- 
nounced by officials of Minnesota Mining 
& Mfg. Co. The new facilities, designed 
to permit better service for 3M custom- 
ers in Texas and neighboring states, are 
located at 1221 Dragon St. Officials in 
charge are Walter F. Gruetzman, office 
manager; Ray Paulson, manager 
for abrasives and related products; and 


sales 


Fred Richardson,-sales manager for Cel: 
lophane tapes. The new branch is an- 
other link in 3M’s nationwide expansion 
program by which the company is im- 
proving service to industrial and retail 
customers across the nation. 


Louisville NOMDA Chapter 


A Louisville, Ky., Chapter of the Na- 
tional Office Machine Dealers Assn. was 
recently chartered with the following of- 


Rebuilt MONROE Machines 
MONROE el 


CALCULATING and ADDING 


MACHINES 


Write to C.E.C. for information 


about models available and prices 





CALCULATOR EQUIPMENT CORP. 
Orange, New Jersey, U.S. A. 








OS 


FEDERAL-FEDERAL 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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NO WASTE WORDS ... 


4 


SHORT! 
Ose... 


Snapsasy” 
One-Time 
Carbon-Interleaved 


BUSINESS 
FORMS 


For SPEED... 
ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


« 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


e 
Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a Snap asy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. O, GAVRIN PRESS BLDG 
New Rochelle « New York 





ficers: A. J. Gunderson, president; Byron 
Gaar, vice president; Patrick Higgins, 
secretary-treasurer. Charter members are 
Will DeJarnett, Wm. P. Kelley, John 
Burke, Harry Bowman, E. C. Thomas, 
Wm. Boyer and forest Lang. 


Mason on West Coast 


Weber Addressing Machine Co. has ap- 
pointed Shannon T. Mason to cover the 
entire west coast where he will call on 
dealers in Wash., Ore. and Calif. He 
did an outstanding job the past two 
years in the southern territory and west 
coast dealers can write him at 156 School 
St., San Francisco 25. 


Buckeye Sales Manager 


Buckeye Ribbon & 

Carbon Co., Cleve- 

land, announced the 

appointment of 

Walter Wipper as 

general sales mana- 

ger, effective Sept. 

1, Mr. Wipper, who 

had been Buckeye’s 

New York manager 

for the past six 

Walter Wipper years, assumed his 

new duties last month. 


Royal’s Detroit Cashier 


Kugene T. Quinn, assistant controller, 
Royal Typewriter Co., announced the pro- 
motion of Robert H. Sherwin to the posi- 
tion of cashier of Royal’s Detroit office. 
Mr. Sherwin, formerly assistant cashier 
at St. Louis, came to Royal in 1947 as a 
clerk, and since that time has held the 
positions of credit manager and assistant 
cashier. 


Completes 32,000-Mile Trip 


Derek Buckeridge of Typewriter Sun- 
dries Co. Ltd., London, recently com- 
pleted a 32,000-mile trip through Africa, 
Australia, New Zealand, Canada and the 
U. &., calling on many office equipment 
distributors. He spent 142 hours in the 
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Do You Want.. 


the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from \NTERNATIONAL 
COMPTOMETERS ... 


- - all makes and models are available at 
International. Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt . 

ADDING * BOOKKEEPING 
CALCULATING MACHINES 
COMPTOMETERS © TYPEWRITERS 
ADDRESSOGRAPHS 














Dealers’ Inquiries Welcomed 
Write, Phone or Wire 

















_— 


POINTS IN YOUR FAVOR 
WHEN YOU BUY BOSTON 


Among the many benefits you receive 
in Bostons are durability, speed, preci- 
sion and economy. You can't buy bet- 
ter than a Boston! 


C. HOWARD HUNT PEN CO., Camden 1, NV. J. 


Also Manufacturers of Speedball 
Pens and Products . . . HUNT PENS 


Backed by a Full Year’s Guarantee 








KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Appearance— 

urability 


Adjustable to the 
natural position of 
oy pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 











CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biromarkt—Classified ietoe 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
@ great help to each businessman, dealing 
with Germany. 


Please check also the following editions! 

Jiirgen Helfer: Konstruktionselemente der 

— 48 pages, 24 illustrations, 
cents 


Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Orentions rationeller Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Birotech- 
oe 144 pages, 57 illustrations, 1.50 US- 
ollar. 


Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 


You also should not miss to subscribe to the 
International Journal for Office Equipment 
"Biiromarkt" which appears twice a month 
for an annual subscription rate of 5. US 
Dollar, and which informs you about all 
novelties coming on the European market. 
Post your order to: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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Your Key...... 
TO SECURITY AND SALES! 


Safeguard checkwriters with security 
lock give complete bank account 
protection against check forgers. 
A must for every business, be sure 
you have the complete sales details. 
For information concerning indus- 
tries demand for Safeguard Check- 
writers write or wire today. : 
VOUCHER & INTERNATIONAL AVAILABLE 


OVERSEAS CHECKWRITER DISTRIBUTOR: SAFEGUARD INTERNATIONAL, PHILA., PA. 


Safeguard Corp. 


LANSDALE, PENNSYLVANIA 





Actual Test Proves Longer Wear from 
THE WORLD'S NUMBER ONE PLATEN 


In an actual accelerated wear test made in the Ames Research Lab, using a 
split platen installed in typewriter on Autotypist with controlled speed and 
touch, pitting of the ordinary platen was 312 times greater than the Ames 
Futuristic 5-Star Platen. Reading on Gauge measuring depth of pitting in 
thousandths of an inch at conclusion of test: Ordinary Platen—.003'2; Ames 
Fu‘uristic 5-Star Platen—.001. 


Ames FUTURISTIC 5-Star Platens 


FEATURE BETTER 


*% WRITE *% MANIFOLDING * PAPER FEED *% ALIGNMENT 
THROUGHOUT THEIR * LONGER LIFE 


Manufactured and Distributed to Office Machine Dealers by the 


AMES SUPPLY COMPANY 


ATLANTA 3 DALLAS 1 NEW YORK CITY 7 
156 Alexander, N.W. 1913'. Commerce St. 37 Murray St. 
CHICAGO 6 LOS ANGELES 21 SAN FRANCISCO 5 
564 W. Randolph St. 777-779 E. Pico Bivd. 583 Market St. 


Export Distributor 


AMES INTERNATIONAL, INC. 
564 W. Randolph St., Chicago 6, Ill. Cable Address: AMESINTER, Chicago 
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air and his calls ranged from Chartres 
Ltd. in Australia to Ames Supply Co. and 
Shipman-Ward Mfg. Co. in Chicago. Be- 
cause he had to be in England for the 
British Industries Fair, Mr. Buckeridge 
did not have time to stop in New York. 


A. B. Dick Managers 


A. B. Dick Co. announced the follow- 
ing appointments: James P. Driscoll is 
regional sales manager for the eastern 
region with headquarters at 500 Fifth 
Ave., New York. He has been with the 
company for 25 years. George Canada is 
regional sales manager for the middle 
eastern region with headquarters at 
Niles, Ill. Mr. Canada has been with A. 
B. Dick since 1940. Raymond C. Firor 
is manager of the Federal government 
sales and service office in Washington, 
D. C. He has served continuously with A. 
B. Dick Co. since 1918. 


Joins Boorum & Pease 


Carl A. Penning of Cedar Falls, Iowa, 
has been appointed to the sales staff of 
Boorum & Pease Co. and is now traveling 
the Iowa, Nebraska and South Dakota 
territory, formerly covered by George 
Lazier who resigned to spend more time 
with his family. Mr. Penning was 
formerly associated with IBM in the ter- 
ritory he will now cover for Boorum & 
Pease. He has had wide experience in 
the field of office planning, record keep- 
ing, procedure methods and systems. 


Heads Sales Executives 


Al N. Seares, vice president and direc- 
tor of domestic sales and services, Rem- 
ington Rand Inc., was elected chairman 
of the board of directors of the National 
Sales Executives at its annual meeting 
at New York’s Waldorf-Astoria Hotel. 


Writing Paper Prices 

The Writing Paper and other Fine 
Papers Industry Advisory Committee ap- 
proved a tentative draft of a tailored 
regulation for their industry, prepared 
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CARBON 
PAPERS 


TYPEWRITER @ BILLING 
FAN-FOLD e PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS @ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 


os 


\ 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature Included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” not bead sole 


Codo-mrc. corp. a 


Factory: Coraopolis, Pa 


564 W. Monroe St 
Chicago 6, Ill. 


401 Wood St 
Pittsburgh 22, Pa 


270 Lafayette St 
New York 12, N ¥ 





A GENTLE SQUEEZE... 
AND IT FLOWS WITH EASE 


Canode 











AN EXCELLENT 
NEW INK IN A 


DRI-RITE BLACK 
STRIKING NEW 


DUPLICATING 
... it’s another 
new product by 


Canode 


THE FINEST 
RESULTS ARE 
OBTAINABLE 
WITH ODRI-RITE 
BLACK INK. 

1. No slip sheet- 
ing on any 
mimeo bond. 

2. No slip sheet- 
ing on some rag 
stock. 

3. Extra black 
copy. 

4 Laboratory 
controlled. 

5. Does not de- 
stroy any sten- 
cils. 

6. No clogging 
in the pad 

7. For open or 
closed drums. 

8. Will not hard- 
en in the cylin- 
der. 

9. Climate proof. 
10. Canode Dri- 
Rite Duplicating 
ink guaranteed 
as above. 
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Package ! 








The advantages of this & 
oz. Squeeze-it plastic 
bottle are many. 


Almost every drop of ink 
can be removed in a flash. 
This is not possible with 
other type containers. 
Shipping weight is less, 
and of course the Squeeze- 
it bottle can not be 
broken or dented. 


The Squeeze-It bottle is 
translucent making a 
beautiful display of col- 
ored inks and also blacks. 


The Squeeze-it bottle is 
available with 4 Canode 
products: Rapid Dry Red, 
Blue and Green, and the 
new Dri-Rite Biack. 


Conode 


PRODUCTS BY 


INK SPECIALTIES 
CO. INC. 


523 N. Halsted St., 
Chicago 22, Ill. 











by OPS officials, based on old OPA MPR 
450 which spelled out dollars and cents 
prices for standard grades, with differ- 
entials for packaging, finishing, trimming 
volume shipments and other variations 
customary in the trade. The proposed 
regulation embodies representative prices 
taken from current price lists and prices 
under the General Ceiling Price Regula- 
tion, reported by members of the indus- 
try on OPS Form 8 representing their 
bulk of production. 


Smith-Corona Appointment 


J. B. MeCormick, vice president, L. C. 
Smith & Corona Typewriters, Inc., an- 
nounced the appointment of John E. 
Grammar as home office field representa- 
tive with headquarters in Birmingham, 
Ala. He had been a salesman in the 
Smith-Corona branch office at Birming- 
ham. In his new cacapity he will assist 
dealers in the Birmingham and Memphis 
areas to promote the sale of Smith- 
Corona portable typewriters, adding ma- 
chines and cashiers. 


Joseph E. Rogers 


Joseph E. Rogers, 71, director and for- 
mer president of Addressograph-Multi- 
graph Corp., died Aug. 27. He entered 
the office equipment field with the Hall- 
wood Cash Register Co. as a salesman 
and soon after joined National Cash 
Register Co. He was assistant general 
sales manager of NCR when Thomas J. 
Watson was general manager. 
When Mr. Watson developed Interna- 
tional Business Machines Corp., Mr. 
Rogers became an executive in two IBM 
subsidiaries and later vice president of 
IBM. He left to become president and 
general manager of the newly formed 
Addressograph Co. in 1926. 


sales 


M. V. Miller 


M. V. Miller, president, Royal Type- 
writer Co., died suddenly Aug. 28, fol- 
lowing a heart attack while playing golf. 
At the age of 61, Mr. Miller had been 
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Hiawatha 
AIR MAIL 


PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 


INC. 


409 Pearl Street, 
New York 7, N. Y. 











SAVE TIME looking for articles published in 
past issues of THE OFFICE by keeping all 
your issues in these attractive binders from 
which copies can be easily inserted or re- 
moved. Each binder holds 6 issues — two 
binders for a full year’s copies are $3 post- 
paid in U. S. Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 
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ACCOUNTING, 

| BILLING. 
8 HY BOOKKEEPING 
= & ANALYSIS 
MACHINES 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N.Y. 





STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 


duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH C®0., Techny, Ill. 
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MANUFACTURERS . . . EXPORTERS 


Capitalize on the Growing Overseas Markets for 
Office Equipment and Supplies by Advertising i in the 


1951 Issue of SE 


Don’t neglect your profitable 
and substantial export markets 


which should be increasing your ( ) ba 
profits each year. Remember, Cer 3 
overseas sales of American 


office supplies and equipment quipment 


have traditionally accounted for 


20% of the industry’s profits. XK porter 


Get your share of these sales in 
the following 64 countries by 
advertising in OFFICE EQUIP- 
MENT EXPORTER. It is kept 
for the entire year by importers 
and dealers of office equipment 
and stationery. 


Finland lreland Philippines 
France Israel Portug 

French Guiana Italy Portuguese Africa 
ten od dagen Puerto Rice 
Great Britain & a — 


Sia 

i Northern Ireland Madagascar South 
Belgian Congo Greece Madera Islands South Sea —_— 
British East Africa Haiti Malaysia Sweden 
British Guiana Hawaii Malta Switzerland 
British Honduras Hee Kong Morocco Syria 
Canada He _ Netherlands Tunisia 
Ceylon Indo-China Netherlands West Indies Turkey 
Cyprus Indonesia New Zealand Union of South Africa 
Denmark Iran Norway West Indies 
Egypt Iraq Pakistan Yugoslavia 


Write for advertising rates, circulation 
breakdown and complete information—today! 


Office Publications Co., 270 Madison Ave., New York 16, N. Y. 
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with Royal for 30 years and president 
for five. He was also president of Regal 
Typewriter Co. and Royal Typewriter 
Company Ltd., Montreal. Mr. Miller de- 
voted his entire business life to Royal 
and was an authority on merchandising 
and sales promotion. He started as a 
typewriter salesman in Royal’s Hartford 
branch. In 1922 he was named manager 
of the company’s Pittsburgh office and 
eight years later became eastern sales 
manager with headquarters in New 
York. He was appointed general sales 
manager in 1933 and in 1937 became vice 
president in charge of sales, supervising 
sales, advertising and personnel activi- 
ties. Mr. Miller was elected president 
of Royal in 1946, sueceeding E. C. Faust- 
mann. 


Frank J. Roderick 


Frank J. Roderick, 64, president, Safe- 
guard International, died Sept. 12. Mr. 
Roderick was a salesman for Todd Check- 
writer Co. and later with Wales Adding 
Machine Co. He became manager of 
Wales’ Boston office and subsequently ac- 
cepted managership of the New York 
oftice of Barrett Adding Machine Co. 
When the latter was purchased by Lans- 
ton Monotype Machine Co., he went to 
Philadelphia as general sales manager 
and later became vice president. After 
26 years with Monotype’s Barrett divi- 
sion, he resigned to become president of 
Safeguard International. Mr. Roderick 
contributed many mechanical innovations 
to the adding machine industry and also 
invented and patented the Executive 
Checkwriter. He is survived by his wife, 
Elizabeth, and his son, Marey F. Rod- 
erick who is active in the office equip- 
ment industry. 


James R. Clark 


James R. Clark, former works mana- 
ger of Yawman & Erbe Mfg. Co., died 
Aug. 5 at Glendale, Calif., at 64. Mr. 
Clark joined Y & E in 1918 and re- 
mained with the company until two years 
ago when he retired because of ill health. 
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PROBLEMS 


3 PHONE ‘souves — 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
65 Madison sage 











DUPLICATORS 
and Supplies for 
ail Duplicators 


eI 


—_ 
a 


Al 


. 


THE “HEYER CORP + CHICAGO 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO, 
139 Franklin St., New York 13, N. Y. 
“Reg. U.S. Pat. Of. 








Are You Still Typing the Hard Way? 


The New Copy RIGHT — 


helps stenographer- 
typists produce more 
and better typewrit- 
ten material, Pays 
for itself in about 
two months, Repair- 
proof mechanism. 

\ Ask your Dealer to 
demonstrate the Copy 

RIGHT Copyholder or write us for details. 


COPY RIGHT MFG. CORPORATION 
53 Park Place (Rm 1) New York 7, N.Y. 
Canadian Agent: UNDERWOOD Ltd. Toronto |. 
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Acco Products, Inc. ; 
Accounting Machine Export Corp. 


Acme Adding Machine Service & Sales Co. . 


Addo Machine Co. .. 

Ajax Time Stamp Co. 

Alliance Rubber Co. 

Allen & Co. ; 

Allen Business Machines, Inc., R. C. 
Allied Carbon & Ribbon Mfg. Corp. 
American Carbon Paper Corp. ... 
American Carbon Paper Mfg. Co. 
American Lithofold Corp. ... 
American Writing Paper Corp. 
Ames Supply Co. . 

Apex Business Systems 

Arnot & Co. ... : 

Art Steel Sales Corp. 

Atlas Stencil Files Co. 

Autocopy, Inc. 

Automatic Pencil Sharpener Co. 
Autopoint Co. 


Bankers Box Co. 

Barrett Adding Machine Division 
Basten, Peter 

Bates Mfg. Co. . 

Best Pencil Co., Richard 
Bircher Co. 

Boorum & Pease Co. 
Borg-Erickson Corp. 

Bostitch, Inc. ......... 
Bruning Co., Charles 

Budiew Products Co. 

Burroughs Adding Machine Co. 


Calculator Equipment Corp. 
Carter's Ink Co. 

Clar-O-Type Co. 

Codo Mfg. Corp. 

Cole Steel Equipment Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. : 
Consolidated Business Systems, Inc. 
Convoy, Inc. ... 

Copy Right Mfg. Corp. 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co 

Cushman & Denison Mfg. Co. 


Dankers, J. A. Heinrich 
Davenport & ay A. C. 
Dehn, Jr., 

Denominator es: 

Dick Co., A. B. . 
Dictaphone Corp. 

Ditto, Inc. 


Dome Publishing Co. 
Dupli-Typer Co. .... 


Esleeck Mfg. Co. 
Evans Specialty Co. 
E-Z Sort Systems Ltd. 


Faber-Castell Pencil Co.. A. W. . 
Faber Pencil Co., Eberhard 

Facit, Inc. 

Federal Business Products, 

Federal Cash Register Co. ... 
Felt & Tarrant Mfg. Co. ... 
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Ferris Business Equipment, 
Fisher Pen Co. 
Force & Co., 


Gavrin Press, Inc., Arthur J. 
General Binding Corp. 
General Electric Co. 
Gibian, Richard ... 
Gilbert Paper Co. 
Graphic Systems 

Gray Mfg. Co 


Hamann Cees Machine Co. . 
Hamilton og Corp. 
Hammermill Paper Co. 
Hano Co., anne aes 
Heyer Corp. . 

Hunt Pen Co., ‘Howard . 
Hush-A-Phone The 


Imex Sales Crosnmaties 

Imperial Desk Co. 

Ink Specialties Co. .. 
Inter-Continental Trading Corp. 
international Business Machines Corp. 
International Cash Register Parts Co. . 
International Office Appliances Inc. ... 


Jardin Associates, Inc. 


Karl Mfg. Co. 
Kee Lox Mfg. 
Kellog 
Kline 


Lanston Monotype Machine Co. 
Los ‘Angeles Chapter, National Larne, sasnge- 
ment Assn. . 


Magic Circle Mfg. Co. . 
Magnetic onan Industries : 
Mailers Equipment C 

Manifold Toapiies Se. ; 
Marchant Calculating Machine Co. 
Marr Duplicator Co. .... 

Maso Steel Products ... 

Mayfair Co. 

McGregor & Werner, Inc. 
Meilink Steel Safe Co. ..... 
Miller-Bryant-Pierce ..... 

Miller Furniture Co., Herman ... 
Mim-e-o Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Monarch Metal Products, Inc. 
Mosler Safe Co. ... , 
Multistamp Co. 


Nathan, Inc., Charles S. 
Nationa! Business Show 
National Cash Register Co. ... 
New England Paper Punch Co. 
Norta Distributing Co. 


Odhner Sales, Inc. 

Office Research Institute . 

Office Publications Co, ... 

Old Town Corp. , 

Olivetti Corp. of America ... 

Outlook Envelope Co. | 
Ozalid, Division of General Aniline & Film Corp. 
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Palley Mfg. Co. ........055 ceeeseeseeeeeceneee 178 
Paraliner Co. Saikaracsonl 
Payroll Tax Service 

Peerless Imperial Co. 

Phillips Process Co. 

Pitney-Bowes, Inc. Ret as 

Print-O-Matic Co, .............0+:. 

Pronto File Corp. ......... 


Queen Ribbon & Carbon Co. 


Rapid Roller Co. 

Regal Tyepwriter Co. 

Remington Rand Inc. (Business Machines & ~~ 
plies Div.) 

Remington Rand Inc. (Dealer Sales Div.) 26, 2} 

Remington Rand Inc. (Management Controls 


Div.) 
Replica Products Corp. 
ee gS eR Aer rare j 
Rex-Rotary a Corp. 
Ritchie Co. 
Rite-Line ag 
Roberts ur Co., 
Robotyper Corp. 
Rockwell-Barnes Co. ... 
Royal Typewriter Co. 


Select-O-Phone oe 

Safeguard Cor 

Sengbusch Self -Closing Inkstand Co. 
Shaw-Walker 

Sheppard Co., C, E. 

Sheppard Envelope 

Shipman-Ward Mfg. Co. 
Shredmaster Corp. 

S-K Forms Co. 

Smead Mfg. Co. 


Smith Co., Charles C. 

Smith & Corona Typewriters, Inc., 
SoundScriber Corp. 

Standard Duplicating Machines Corp. 
Staplex Co. 

Storms Co., H. ; 
Strohmeyer & Arpe "ees 

Sturgis Posture Chair Co. ... 

Swift Business Machines Corp. 


L. C. 


Tauber Plastics, Inc. ...... 
Technygraph Co, 

Thomas er gag Collator Corp. 
Tiffany Stand © 

Time, Date & Shosidoes, Inc, 

Todd Co. s 
Triometric, Inc. 

Tubular Specialty Mfg. ee eee 
Typewriter Sundries Co., Ltd. 


Uarco, Inc. 


Underwood Corp. .... 9 Cover IV 


Varigraph ~ . : aac cow aici ee 
Vari-Typer, : 

Victor (9 ag Machine Co. 

Vogel-Peterson Co. ........ 

Von Soosten & Co. 

Vue-Fax Corp. 


Wansco Pape, Products Co. 
Wassell Sopenivanee ceeds 
Webster Co., F. S. .... 
Weston Co., " Byron ‘ 
Wheeldex New York Co. 


Yawman & Erbe Mfg. Co. 





" makes a difference!’ 
paper magerence! 


A CORRECT PAPER 


FOR EVERY USE! 


. . . rag bonds for letterheads with 
envelopes to match . . . onion skins 
and manifolds for multi-copy rec- 
ords . . . legal sizes, plain, legal or 
testimony ruled . . . printed “Copy”, 
manuscript covers . . . ALL pack- 
aged in convenient hinge-top boxes 
that fit any desk drawer... 


ASK YOUR STATIONER FOR 


EAGLE-&)| PAPERS 














AMERICAN WRITING PAPER CORPORATION 
HOLYOKE MASSACHUSETTS 
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7th WE 
Set 


— OL an 


Uncle Sam Forgets 


HE amounts of controlled ma- 
terials made available for the 
production of consumer dur- 
able goods in the fourth quar- 
ter of 1951, as released by the 
National Production Authority last 
month, lists 45,758 tons of steel for 
the combined wood and metal office 
furniture industry and 35,026 tons 
for games and toys (excluding 
We 


sporting and athletic goods). 
have no idea how many games and 


toys are required by government 
departments, defense industries and 
business in general to operate effi- 
ciently during the defense program 
or under wartime conditions. Based 
on past experience, we can state 
that it will take a lot of office equip- 
ment. 

The Department of Commerce, of 
which NPA is a branch, has in 
times past set up various groupings 
of industries for simplification in 
issuing production statistics. Office 
equipment has been grouped with 
other products of somewhat similar 
manufacture but of vastly different 
importance to the conduct of a de- 
fense program. There is a difference 
in the purposes for which filing 


202 


cabinets, and porch furniture, are 
manufactured. Little, if any, of the 
latter are essential to, say, the engi- 
neering department of a jet engine 
plant, on a battleship or in the Pen- 
tagon. So when a group of indus- 
tries, making such dissimilar prod- 
ucts, receives the same percentage 
cutback of raw materials, it seems 
evident someone isn’t thinking of 
the country’s best defense interests. 

As Joseph Burger of Art Steel 
Sales Corp. points out, the cuts sug- 
gested by NPA for next year will 
give the office equipment industry 
for its fourth quarter of 1952 just 
2414% of its pre-Korea steel re- 
quirements. The normal annual in- 
dustry consumption had been under 
500,000 tons or less than 2% of the 
steel industry’s potential for sheet 
steel. Judging by the stepped-up 
needs of the government and de- 
fense industries for office equipment 
since Korea, if office equipment pro- 
duction were in no way curtailed, 
the proportion left for non-essential 
consumers would be no greater than 
the proportion of toys and lawn 
furniture currently being made. As 
it stands now, few office equipment 
factories can be expected to remain 
open and maintain their labor force 
when their quarter’s steel allotment 
ean be fabricated in a month. 

It would be far wiser for the gov- 
ernment to allow office equipment 
and machines to be manufactured at 
some practical pre-Korea rate. Uncle 
Sam learned in the last war how 
essential office equipment was to the 
war effort. NPA is making a mistake 
in forgetting this lesson. 
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Are there vostly 
“leaks” in your 
Order-Billing system 
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This motile kara a 


MECHANICAL BRAIN 


... no wonder it sid out so much work in so litle time! | 





Here’s a mechanical cnbends in saving 
time, money, effort. 

An office “‘genius” that can help are 
the “girl-power”’ shortage. 

It’s the all-new... all-purpose 
“low-cost Underwood Sundstrand Model 
“E” Accounting Machine! 

The Model “E” is amazingly flexible. 
With it, you can post a variety of rec- 
ords...and do all kinds of miscellaneous 
adding -figuring work, 

A Mechanical Brain—the control plate 
that directs automaticoperations—speeds 
the work, minimizes errors. 

And don’t forget the accurate, fast, 
touch-operated Sundstrand 10-key key- 
board. So easy to operate! 


ve supa ehemip aie te 


In. short, the ‘Underwood Sumdtrand 
Model “E” ig a marvel! 


But seeing’s believing! See touch 
with your Underwood Representative for 
a demonstration today. 


*Price starts at $1483 plus taxes, 
Subject to change without notice. 


Underwood! Corporation 


Accounting Machines.. Adding ‘Machines.. 
Typewriters...Carbon Wensecimibbons 


One Park Avenue New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
©1951 Sales and Service Everywhere 





